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The Virginia Department of Rai

Grant Application Guil da

| 1S p
(DRPT) has prepared this docum M R “an
and subrecipientstofAdimhei B¢ dant [

5 3 1 0: E n h ance d MO bl I | t y Of S en _Maklng Efficient + ResponslbleInvestmentsInTran5|tJ al
Disabilities program with infor matoiceduarest feorappl
managing an award.

This document is the primary rme sadwnrimd sftcerr etdh éb yS eDR
assist W& thgr &dDRtPTap p | i-acvaatrido np raonjde cpto sntanagement proc
resources id@cbundaet DRBT kshopg aeddf ahl t hisen agd diitsi o
available anytime duedchgi ¢ hle gearstanpeocoandeanswe|
regarding specific grant progr ams.

State and federal grant sfuupnpdosr ta dSneicntiisotne r5e3dl Ob ys el R/A
the st ®BRP@andre mission:

fifo facilitate and i merognfe Mihreg imo mmaitntely toof t he
the efficienft gmnowWwesmemtd people in a safe, rel
effectivee manner .

The Section 5310 programpsuppaskdclcapi amd équicp me |
contracted tr ansapnod tnaptbimhn asgermeindes ,and operating c
transportation services and alternatives beyond t
Disabilities Act of 199i0n WVihregdSreicHeiso n h5 31e0 tpyrpoegsr a
capiveal cle puopbmamigmer capi tmalb,i [ingygl madinmge ment .
vehicle pgwrndmawseas specific purchasi ngumpdoceaerses ratmi
directly gmoadgdamrady ttoo use on a vaemdcodtehpurchmisteal (
projarce spaid rei mbursement basis for eligible expe

Applications for funding are not officially appro
Board (CTB) afprSbexers IDRgPriovement Program& SYI P),
June meeti ng. alphper ofvuendd ipnrgo gfroarms and proj ects will

Al'l Section 5310mpnbhedéemohatvteati @@ period; any f
September 30 of the demonstration period wild.l be

DRPTo n ntesc 6
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Grant Program Schedul e

Each yeappl itdceti on and award process for the Secti

bet ween December 1, when the applicatiCdmB period o
rel easesSYltkh afti caalht aappr ovoe dq ugarlainftys .f ofr t hese f un
potnti al applicants must complete a series of requ
application period.

Table 1 highlights the major process steps, grant
opportunit&eannnabDRgmTant appktesati dlntentdhatwaddadtlt
referring to the first day of the month (e.g. Dec

t hfei rst business day of the mont h.

Tabl &r ant Application, Award, and Project Management Sc
Responsibl‘ Step Type FY43ched

Grant Appli|TransAM Data Update #1|RequiremJuly 15,

Grantee Al'l assettsewindé hees sseta I

systdehr ansdArMust be tugpda
guality for Section 53

Grant Appl i| OLGARidership Reporting Requirem Monlty, by
Grantee Al | Section 5310 grant 20bf each
unlinked passenger tri mont h

mont hly basis; datfa e&a
month for the precedin
July ridership data is

Grant Appl i | Application Assistance Available Informat|July 72022

Grantee DRPT offers assistance January 2
to potential state and

Grant Appl i| Grantee Outreach Workshop (Applications) Informat|July and

Gr ant ee Provides applicants wi Septenmiper
upcoming grant applica

Grant App!l i | Human Service and Mobility Providers Requirem September

Grant ee Coordination Meetings Octod@2?2
Al'l potemt 58I110Sectoiga am

must attend a coordina
eligible for funding

Grant Appl i| FY21 State and Federal Grant Application Process December
Grantee Period iFebruary
The grant application 2023

programse OLGA port al

Gr ant TransAM Data Update #2 RequiremJdanuaryz2a
Applicant/ G

DRPTon ntesc 7
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Al | assettsewind e haes sseta |
systoehr andAMIst be tupda
guality for Section 53

Gr ant 5-year Capital Budgets Due RequiremFebruary
Applicant/ G/|Grantees that recei ve
support are r egyueiarre dc atf
budgets at the time of
submittal through the

DRF DRPT Evaluates Grant Applications Process FebruMayc
Staff review grant app 2023
score projects, and ma

recommendations

DRPT DRPT Develops the Draft Six-Year Process Febru#&pyi
Improvement Program (SYIP) 2023
DRPT devel ops whechrab
all state and federal

awarded

Commonwe al t| SYIPPublic Review Process April 202
Transportat|Commonweal th Transport
(CTB) rel eases draft SYI P to

comment

Commonwe al t| Draft SYIP Public Hearings Process ApriMay 20

Transpor t at | CTBholds public hearings to gather input on

(CTB) the draft SYIP

Commonweal t| SYIP Adopted Process June 2023

Transpor t at | CTBApproves final SYIP (typicall

(CTB)

DRPT DRPT Develops and Executes Grant Process Juniédct ob e
Agreements 202(3t ypi cé

DRPT staff develop contracts and work with
grantees to execute them

Grant Grantee Outreach Workshop (Grants Informat|Jug023
Appl i cant / G| Management)

Provides grantees with information on how to
manage the grant funds that they have been

awarded
Gr ant TransAM Data Update #3 RequiremJdJune 15,
Appl i cant / G| Allassetsinthe statewide asset management

system & TransAM & must be updated

Grant Capital Applicants: Customize Vehicle RequiremAugutct ob
Appl i cant / G|Orders 2023t ypi ca
Successful capital applicants will work with
DRPT6s vendor to custo
vehicles and finalize the cost

DRPT FY21 Grant Funds Available Process October 2

DRPTo n ntesc 8
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Grantees may start spending awarded grant
funds

Grant
Applicant/ G

Monthly Reimbursement Requests
Operating and mobility management grantee
submits reimbursement requests on a monthly
basis for funds awarded the previous month
(i.e. reimbursement for funds spent in October
2023 is requested in November 2023)

In January, April, July and October 2024, the
completed work plan is due with the
corresponding reimbursement request

Requirem

Mont hl y:
Novemberi
October 2

Grant
Applicant/ G

Capital Applicants: Local Match Due
Grantees with vehicle awards will be requested
to provide the local match for the vehicles
according to the vendor quote

Requirem

Sept embeir
February
(typicall

Applicant/ G

Last day to spend Section 5310 operating or
mobility management funding; any funds
available at the close of September 30, 2022
will be deobligated by the grantee

DRPT FY21 Grant Funds Available Process October 2
Grantees may start spending awarded grant
funds
DRPT Capital Applicants: Vehicle Orders Placed Process Octoberi 2
DRPT submits orders for awarded vehicles March 202
(typicall
DRPT Capital Applicants: Vehicles Delivered Process May Nov emb
Vendor delivers vehicles to grantees 20204t ypi c g
Gr ant Project Closeout Requirem September

2024

DRPTo n ntesc 9
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Applicati on SRurbonti esdsui roens

Applications for f&umnmgdiamg fporogalalmso fmudsRPTO& submitt
Online Grant @d®ehnwehhatidttpaso(d / (0l ga )dr DIRPTI wgil hi amod o

accept applications in any other manner than thro
Organi zations eligible tn aeceuwmt Godddegi goonatesa
before they can submit an application. An OLGA ac
and it is recommended that new applicants set up
grant application period.

Orgaations are not permitted to apply for funding
which means that the organization that submits th
agency that would ultimately recefiaet fluodi nlye f@awal
Any organizations that had been-treoaigshi fg ofmu mdion dn
agency must establish their own OLGA accounts for

How to Set Up an OLGA Account

To set up an OLGAOacGcwebshjiegé:t odolthe)angdptselegti ni
fiGet t i ngof $toar ttehde me nku .t hFe rGrtg a ncihzzaotni dmstdntop det er n
whet her your agency already has an OLGA account .

the -dowp | ist to6&f i Madttehe Usggency f the Master User
agency, hdomtheest to request access to OLGA. 1 f the
by your agency, only a new Master User Agreement

found Henl pt hseenrd@e need to change the master user o

I f no OLGA account exists for yoidXetagengoyatgadrotlel dow
to submit a Ol@AI easctc ofuonrt .anOnce DRPT verifies eligi

applicant wil/l receive an OLGA Access Agreement t
the Master User designee when the OLGA account ha
t heni hmotgo OLGA and compdpet ee ntheer aacgceorucnyt cscentt act i n
additional users, and set user access and rol es.

account , its user s, and contact i nf orenada d wou ratt an

can be foldaldp i ent thitelben OL GA wietblsii 1 et ihdsrelloe atme ch t
functi ons.

The Basics of Grant Applications in OLGA

Oncleogged into your OLGA account, fPubtkcon Grant /
TranspoCARppbnctaAthiecopsnge will display a table of a
applications. Scroll down to find the applicati om

DRPTonnntesc


https://olga.drpt.virginia.gov/
https://olga.drpt.virginia.gov/
https://olga.drpt.virginia.gov/
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https://olga.drpt.virginia.gov/gettingstarted.aspx
https://olga.drpt.virginia.gov/help.aspx?id=~/login.aspx
https://olga.drpt.virginia.gov/gettingstarted.aspx
https://olga.drpt.virginia.gov/help.aspx?id=~/news.aspx
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Applications may only be created and Tedilteedl:dur i n
Grant Application, Award, and Project Management

I f youl rheeavcky astapplildatoruohi st of avawlihrbdleude pl i c ¢

dat ed apsglIni patoigaress that you can also open. Each
application per grant program, so only one applic
prog,y aimnclrudpgrnagg rfaoms t hat receive funding in multi
ur banized area.and a rural area

The Section 5310 program has one appliVehtclbe for
Pur chas@mer atQtnhge,r aOwmadd bt ghnilcaas eeks to apply for o
three types of funding needs to create and submit

application will contain infor®amibaradpopuaneachan
t hat seeks utndiapmgpliymw fmor ef t han one funding area, s
and a rural area, needs to create and submit only
As you work on your application, be sure to save

30 niensu of inactivity, and any wunsaved work will b
application questions and workonmlgemnwamd wgr ec é s M
program. Then, when complete, the answeos ican be

OL GA.

Once an application is submitted, it cannot be ed
information as of the application due date will b
Contact the DRPT Section 5310 Programg Maemager if

application process or iif you cawmhmlidtteed an applic

DRPTonnntesc



DRPT

I
V:?;:ADEPARTMENTOFRAIL SECTI ON 5310 GUI DANCE /

AND PUBLIC TRANSPORTATION

Grant Application Guil da
Section 5310 Program

Bi partisan | nfragtlirndfcrtausrte ulcaw r(eBllln)vest ment and Jo

The United Statds sGesgrfandiegt dmr the FTA Program
l egislation that amends ChaptOar N®¥ eanfb eTi tll5¢ 429D 2df,
President Biden signed the $1 (tBliLl)l/ilonnf rBaisptarrutcitsuarne
I nvest ment &nd JXKQJebasutAcar i zi ng surface tr 02®art at i

This program (49 U.S.C. 5310) provides formula fu

private nonprofit groups in meeting thewittrhansport
di sabilities. Funds are a@ppohdarienefd tbhaes emo pwnl ataicdr
groups. Formula funds are apportioned to direct r
Virginihas is DRPT. The govkeomoradgsesignlhaersamea®i
designated as the recipient for Richmond, Roanoke
The Metropolitan Washington Council of Government
of Section 5310 funds for taeyluabmaniaed Washi nga o
applicants serving this area should apply for tha
DRPT has flexibility how it selects subrecipients
competitive and discreti onairnyedapipn itchaet isotna tper oncaensasc
Subrecipients of this funding can include states,
organizations, and/ or operators of public transpo
Tocl aridlyl eligible applicantar @aas,r uamd talree alsar gsemal
areas of Richmon,i rRadan askhdBedaahdapply to DRPT for f
support projects under Section 5310 in.accordance

DRPTonnntesc
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FTA Grant Program Common Appli
Requirements

Al'l oSecad310 applications must include execution of
Assurances for FTA Grants Bn#d Comnipiefriadc datvied Ag r & ie dne A

There are currently 21 categories of certificatio
Section 5310 program must certify al/l 21 categori
describe whdehnestcappihy to the Section 5310 progr i

l1.Certifications and Assurances Required of Ever

2. Public Transportation Agency Safety Pl ans

3. Tax Liability and Felony Convictions

4 . Lobbying

5.Private Sector Protections

6. Transit Asset Management Pl an

7.Rol lt ogkSBuy America Reviews and Bus Testing
8.Urbanized Areas Formula Grants Program
9.Formul a Grants for Rural Areas

10Fi xed Guideway Capital I nvest ment Grants and t
Capital l nvest ment Grants Pilot Program

11Gr ants for BRa&aeisl iathide Buand Low or No Emi ssion
Progr ams

12Enhanced Mobility of Seniors and Individuals w

13St ate of Good Repair Grants

l4l.nfrastructure Finance Progr ams

15Al cohol and Controlled Substances Testing

16Rail SafetwmwgTand Oversight

l17Demand Responsive Service

18l.nterest and Financing Cost s

19Cybersecurity Certification for Rail Rolling S

20Tri bal Transit Progr ams

21Emergency Relief Program
FT& annual certifications andoassabmancaeas spamginiet cte
cover all of the programs for which it anticipate
certification and assurances form wil/ be include
Compliance with tipphs camd easeutafié¢cesa and circul ar
a condition of funding. Electronic signature of t
in OLGA when the effective editi®ohi esfdobemdotcumen
shoul d wrilgnelde by @neagentyve director, board chai

designated staff member who can provide document a
behalf of the agency.

DRPTonnntesc
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FTA Section 5310:;: Enhanced Mob

and I ndividual s witolwr@imsabi | it
This section provides a general overview of the F
apply, describes what types of projects could qua

terms and requirements.

The FTA Section 531@epdr ogldrefnrr & shterawd thworre | nvest ment
(1'1,JA) so ®@Balplaed itslaem I nfrastructure L@%tasugoey or
Reference: 49 U.S.C. Section 5310). Thpaesbddve be
t hat af fAecStecttheonF™310 program. On July 7, 2014, t
(FTA) published the FinalwhiTAh Céortuil mue &TAoCr 89 U D e
stream.

Pl ease reweabsdot@ TAWLE&DS: / / www. t ransdam-ddot . gov/ re
gui dancier/ d wlaar srthemikdagniciyaod-dsn d i v-d d s a b)s Ifidri esspeci fi c
compliance infeorfmdtli &irfAaseéctth on 5310 program guid

Designated Recipients and Eligible Applica

DRPT administers the FTA Section 5310 program as |
oversight from FTA, for the following areas in Vi|

T RurArleas (l ess than 50,000 peopl e)

T Smal | Urbanized Areas [/ UZAs (at |l east; 50, 000
and

f By mutual agreement, the Large Urbanized Areas
Ri chmond, , RaadoWNeéerginia Beach.

The MetrapoWashington Cou@O@G| adfmi Goseenmebhhe FTA
program for the Northern Virginia jurisdictions,
City of Fairfax,ofFakalflax Chwrmdaly, ICMadass aGouICt ¥,y
Manassas Park, and Prince William County. EIligibl:
area apply to the COG.

Federal guidelines allow DRPT to awar @&atkEdAbyY310 f
DRPT.

DRPTonnntesc


https://www.transit.dot.gov/funding/grants/enhanced-mobility-seniors-individuals-disabilities-section-5310
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/C9070_1G_FINAL_circular_4-20-15%281%29.pdf
https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/enhanced-mobility-seniors-and-individuals-disabilities
https://www.transit.dot.gov/regulations-and-guidance/fta-circulars/enhanced-mobility-seniors-and-individuals-disabilities
https://www.mwcog.org/
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Eligible subrecipients include:

T Private nonprofit organi zations

f State or |l ocal governments that (1) are approv
i ndividuals with dtikatbithernesareoerngrdorceadfilit
available in the area to provide the service;
receive FTA 53ihddmertt |fyundirrmaungdh a reci pient
f Public transportation operators

Subrecipient eligibilityhigrmainraiguonéedemgnetsesmpFwai

with grant requirements, including mismanagement

termination of the grant, refund of full or part:.

opportunities with DRPT.

Program Description

The FTA Section 5310 grant program supports trans|
ol der) and indivi(duatl sr end tt rhi afitesdsbhiyisidaajeds scr et i ona

program, and applicatiionndsi va rdeu ad o rbsaisd esr eeda cohn yeemr .
in any year does not guarantee future funding awa
and secure additional funding from other sources
All demowostpariods under the FTA Section 5310 pro
follow the fedgralbefgi sc@ain Yeambeal 1 and end on Se
foll owing year.

Program Goal s

The purpose of the FTA Secvtei ormo b5i3l1i0t yp rfoogrr asne niiso rtso

with disabilities by removing barriers to transpo
mobility options available. The programprrogquaimses
and setrtoioefise most efficient use of federal resourt
agencies that are proposing services outside of t
not available to subsidize gener al opdrat isoms cet
This program provides grant funds for capital and
T Public transportation projects planned, design
needs of seniors and individuals with disabild]i
iewuf ficient, inappropriate, or wunavailabl e;
T Public transportation projects that exceed the
Disabilities Act (ADA) of 1990 (42 U.S.C. 1210
T Public transportation proj-ecttse tshaarnd oupe corveea saec
reliance on complementary paratransit; and

DRPTonnntesc
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T Alternatives to public transportation projects
di sabilities with transportation.
Al projects must be planned, desliegnpeodp,ulaantd ocnasr,r i
specifically seniors (ages 65 and ol der) and peop
Al l ocation of Funds

Under the FTA Section 5310 formula, funds are all
and individual,s swietchi fdiicsaahbtigluigtoilelseet Amer i can Commu
( AC.S)

Projects are determined to be thealnismatlingrbany
For an example, if the project begins in a rural
i n anaurcelagan yet does noot hamnspban aeesadent sis con
progr am.

Of the tot al FTA Section 5310 funds availabl e, FT.

60% to Large Urbanized Areas
f Ri chmond, VA

T Roanoke, VA

f Virgini,a VBAeach

T Washingtiov’f MIM(Onanaged by Metropolitan Washingt
Government s)

20% to Small Urbanized Areas
T Bl acksbur g, VA

T Bri®robkt-¥A, TN

M Charlottesvill e, VA

1T Fredericksburg, VA

f Harrisonburg, VA

T Ki ngspevAt , TN

T Lynchburg, VA

T St audMagmesbor o, VA

T Winchester, VA

20 to Rural Areas

Coordinated Human Service Mobility Pl an
The Coordinated Human Service Mobility (CHSM) Pl a
(http://www.drpt.virgi-mmamsmeowimobspk ity deat df hesedh
transportation needs of individuals with disabil:i

DRPTonnntesc


http://www.drpt.virginia.gov/transit/coordinated-human-services-mobility-plan/

DRPT

b T SECT! ON 53 10 G
provides strategies for meeting those | ocal needs
projects fori mphemagt atni on. The OHSPH h anmhat a si
contains regional el ements as chapters, with the

Commonweal th agencies providing support for trans
CHSM Pwaasn devel oped and approved through a process
seni or s, i ndividuals with disabilities, represent
and human services providers, and other members o

El ementCsHSaM pd an include:

f An assessment of avail able services that i dent
(publ i c, private, and nonprofit),

T An assessment of transportation needs for indi
assessment can hkke elxpeead emrces and pepracretpnteirosn s
omore sophisticated data collection efforts, a

T Strategies, activities, and/ or projects to add
services and needs, tae aechilewvws ofpfpiocitemdite £si n
and

T Priorities for i mpl ementation based on resourc
and feasibility for i mplementing specific stra

The FTA Section b53e1s0 pprroojgercatns rseegueict ed f or funding
approved CHSM Plan of any region within whose bou
in part. FTA 5310 applicants are required to part.|
prior to@getnh ng of the grant cycl e.

The CIRISMn pwmalsl i shed i2n0 1@Mewietmbea new plan schedul ed
December 2022. WhélCH®8MupPldamned on an ongoing basi
the public and stakehel dapugrounpspnmehi akepsowaind h
strategies for action.

To view the state plan and its regl omabsictoor di nat |
(hoss: / / www. dr pt . vi-grgapmtiod r @ ons-4 @ ngr@ o emrtog) a m/

Traditional Section 5310 Projects

The FTA requires ¢aah GathenduemdstappoWtdafonmeampti taeé ut i
project s, i nclowdirnegp gpwarcccheasssiirbg e vehicles, contrac
services through a federally compliant Request fo
management

ElI'igi ble capital expenses that meet the 55% requi
1. The capital c ofsotr otfh ec opnrtorvaicstiionng of transit ser:
individuals with disabili-tide andnespbetatpeni a
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2.

(61

Rolling stock and related activities for FTA S
a.Acquisition of expt@anAlx/Akre sari brl eplbaicseeme or v al
related procurement, testing, i nspecti on, ks

b.Preventative maintenance
c.Radios and communicationaaedqui pment for the
d.Vehicle wheelchair |ifts, ramps, and secur e

.Passengieri ésaci ¢l at edf umd &Sk cutd hinc 1563s1,0 i ncl udi ng

installation of benches, shelters, and other p

.Support equipment for FTA Section 5310 funded

a.Extended warranties that do;not exceed the
b.Computer hardware and software;

c.Tr amsiltated intelligent transportation syst:
d.Di spatch systems;

e.Fare collection systems.

.Acquisition of transportation services under a
.Supporbobbfbirtm managemeéinnhatindn programs among p

transportation providers and other human ser vi
which enhance transportation access for popul a
agency or organization wit miompa odammuwmietnyc.y Faoru
receive FTA Section 53ddmifruinstiorsaytsitwef s shp@aoti ngt s

it provides to its own clientele with other se
coordinate usage of vehibuesnwithhetbperabhnpgo
Mobility management is intended to build coord

transportation providers and other transportat
expanding the availabiagemewnt asetrivvicei eMomay i

a.The promoti on, enhancement , and facilitatioc
services, including the integration and coc
disabilities,-i meamerisndiawmidd d alws ;

b.Supporhotf®mrmsmanagement activities to plan
services,;

c. The support of state and |l ocal coordinati on
d. The operation of transportation brokerages
agencies, and passenger s;

e.Theopirsion of coordination-oséeewnit eds |, i nclud
transportation managedeht mangsaaei zviat e oasgani
cust eomeirented travel navigator systems and

activities such asl cpeddinavehgtiadnivnduand
activities for customer s;
f.The devel opment ansd oopp etrraatnisopno rotfatoinoen tr ave

websites to coordinate transportation infor
manage el igi bisl iathyd raeg quinrgememt s f or cust ome
supporting progr ams;

g.Operational planning for the acquisition an

transportation technologies to help plan an
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inclusive of geographi)c mang pirmuma,t i @lno Bayls t pparss

system technology, coordinated vehicle sche

technologies, technologies to track costs &

single smart customer payment Bsgsaemse. (AcO

eligible as a standalone capital expense).
Nont raditional Section 5310 Projects

The FTA all owe agabr ebaos ndusa% oafpporti onments to be uti

1.Public transpdruaptit@ahapnégeécdesi gnetdg menat carr

the speci al needs of seniors and individuals w
i nsufficient, i nappropriate, or unavailabl e;
2. Public transpérchaaptiitahnh pndjaadptesxateciedgl)t he requir e

ADA:

a.Enhancingsiptarmegyamd mini mum requ-i rements of
compl ementary paratransit services can be e
program in several ways:
i . Expansion of paratransit serfvduwret lpsaramfmed
mile required by the ADA;
i iExmaion of current hours of operation f
are beyond those prroowtie esderowi ctehse; fi xed

iiThe incremental coddy ofempviowe;di ng s ame

i viThe incremental costt@dobrasg)vdbtemalwanh:
allli @i bl e ADA paratransibtyc asied ebrass, i sb uftorn o
individual ri der st@uwnr bans yostheem;wi se curb
v.Enhancement of the | evel of service by |

riders through the door of their destin:
vi Acqui si thiien esf aneadl equi pment designed to
aids that exceed the dimensions and wei ¢

ADA regul ations, and | abor costs of ai de
passengers with oweirdsi ze wheel chairs;
viilnstall atonoanl osfe caudrdeimteint | ocations in pu

what is required by the ADA.
b.Acces &ietelageerr vi ce (transit service that prov
rail, commuter bus, intercity rail, and int
compl ement argepaiaerassinobt required under t
c.Public transp¢rtaptiitan pmdjaedptsnptriovg) access

route service and decrease reliance by indi
compl ementary paratransit service;
d.Travel trnaiinng npgr:oglrraams f or individual wusers
and skills of public and alternative transpyg
communities. This includes travel instruct.i
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3. Alternatives to podltiad tamab opemr@dsingl) senior s

individuals with disabilities with transportat
projects that are eligible public transportati
a.The FTA Section 5310 progr aimrcanampd oivi dievivad
with disabilities to purchase rides, i ncl ud

of per sonalGSWkeantiec)l eass aptart of a volunteer d
tripc) orri(ps provided by a human service ag
can then submit the voucher for reimbur seme
based on predetermined rates or contractual
operational expebnls/es Ot hafte dreergadi/rleocaal ) mat ch
existing fixed route or ADA complementary p

b.Operating expenses | imited tmpr owibde dc | gnlaw ati
seniors and individgalsmswitthatdips @i diet ipe® g
transportation to a set client base are not
expenses include driver salaries, fuel expe

andel evafnt ware service expensteshe Opegartii mggd
and promoted as transportation services for
di sabilities$s owmebtshd eassgemaodyaicni nogt hpeurb | pi uchaltiico n

Federal and Local Matching Requirements

Operating prfogceernasl hahEes e wridd o G2 d toew, p rt hvenadtecsh a 40
from t iBe patratt e a rhseiste fpumd se.emiBn irme@h o cal amat ¢ h.

Capital progceerntasl hatvaerea df 80 %

As funds allow, the state pr& vparedat faamsbisc fmart cmorh r

vehicle purchase projects. These projects, includ
require a 4% | ocal mat c h.
Capitalpwvejhectt @8 2&&wciale match toward the actual ve

adopt ed iYe atr hadvrepirtexnt Program (SYI P), whichever is
requbektdre the vehiaodes sareqoedéereeddto be provided

the fall following the grant award. I n no case wi
purchase a vehicle; al | awarded vehicl egs zwidl | be
procéssvehicle availability and price fluctuation
DRPT will communicate this directly with those af
Vebhl e costs are |l imited to the amount ap@roved in
grant application so that subrecipients can pl an
customized, iif actual costs are greataers tthhaen t he
responsibility of the subrecipient to provide the
are | ess than the amount apprnovieedd eifina Itlhfen eSVeliPn it rh

DRP& program fund.
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I't is the&sudmepichipliiemy to verify DMV Sales Tax EXxe

subrecipient is not exempt from sales tax, the sa
amount so long as the total does noByesnetadlthena
vehicle wiulblteinclude sales tax, so please |l et the

responsible for paying this tax.

Foal | Section, 58110 et ofjlkeetlocal match must be pr o\
u. S. Department of Tr aanrsdp omnu satt i boen a DcCals) h -K vantdicsh  r a't
suppohiktocal match may be derived from other Feder

expended for transportation. It is up to each sub
a | ocal mat c h.

Grat Priorities
DRPT has edthafleden dihregl priorities in rank order.

The Section 5310 progrFRumdiissghpirg holryi tagempde t anht ¢ e who

ineligible for FTA Section 5311 or other federal
transportation sf whoi rag.e A
Section 5311 funds should Priorities

into their standard oper a l.Continue support for

prior to seeking Section programs; priori ttihzi
are eligible for Section FT& minimum funding
and choossenathets®e sources 2.Incr§ase publicly av
awarded a Section 5310 gr Section 5310 populat

3.Expansion vehicl esasdf

project incorporated into _ |
transportation progr

after the fact.

PrioriitTy ©Oom@ti nue assistance for current FTA Sect

vehi cpersgtiong, and other capital projects, includi
is prioritized first, followed by operating, to e
to expend at | eaét appPWraofi omanemtamamaofjradisti dmalal ¢ a
there must exdetmaadcboti huangportation service fo
di sabilities, a need for government subsidy, and

administrative support.

Priori:ityTolTweoxparnwditlhabi |l ity of publicl ¥ oehveaiFTaAbl e
Section 5310 population. This coulidaipndladde eahriyx | e
operating, and/amrmhagt mert ddepiotfdlenr edu sanmplrak &&d ii £.n't

Priority Toohreexepand t he -@avaiclushadmed ycapi tcdli etntanspo
services. This includes pcruorvriednitn gS eecxtpi aonns if5a3nl Ov eshui ber
client odhacesdt cmenvi ces.
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Sel ection Process

Bef ore beginning the application process, please
apply for the FTA Section 5310 grant. Compl eted aj
that are submitted on t& meomp ¢ feictiievoenngpérioded si.n DR

Projects wild.l be evaluated based on (1) Grant Pri
(3) Technical Capacity; (4) Coordination Efforts;
Applicant to Comply witehmeSttest  gamdctF ehd esrt aolr yRe g U inre
will not be considered.

Additionall vy, DRPT will consider the following as

T Applications for a r ewdlacetmedtb aaxdd cdarg etwh d | v éble

which is calhceubiant gdcesdaget and not the date of
and mil eage. Applicants must identify in the g
number (VI N) of each vehicle that wil/ be repl
i nfor namtitdhre usage of the vehicle, including ri
replacement or expansi on. For requests for exp
provide in the grant application sufficient da
expansbob its rolling stock (Priority #2). The
DRP& Transit Asset Management (TransAM) system
required, by Febrwuvuary 1. All monthly ridership

updated i n OLGA, as required, by February 1.

T The appliseawvwti ce area must have a documented ne

and individuals with disabilities, and the pro

T The proposed seasvia emgXiamum nwtliuldi zati on of veh

tra-dependent seniors and/ or passengers with di
o Projects that propose to provide regular tr
throughout the day wibBlsbéoprivehitleedtbater

generally parked and used as needed. For ex
that provides medical trips Monday through
receive precedence.

T The application i ncl ude sr sshuippp oprrtoijnegc tdiaotnas sauncdh 1

T DRPT encourages the creation of service coordi
transportation providers and/ or organizations.

documented and signed by all/l parntiteinpatoiomg i aagad
agreements include memoranda of wunderstanding
However, all |l ease agreements are subject to a
T I mpl ementation of a sound comprehensive servic
f Fi nammidalmanagement capabilities, particularly

operating funds.

DRPTonnntesc



DRPT

VIRGINIA DEPARTMENT OF RAIL S E C T I O N 5 3 1 0 G U I D A N C E /

AND PUBLIC TRANSPORTATION

Upon completion of the evaluation process, DRPT i
all ocation #tYreatrhd mpmrafvte m@int Programe@¢b5¥WP)Y heApplafif
SYI P on DR®Asite to determine whether their appl i

Upon final approval of the SYI P by the Commonweal
successful programs and i ncl,udaes gapapnrto pnrainaatgee.me nt
Requirements and Responsibilities

Vehicl es

The FTA Section 5310 program for vehicle projects
subrecipients. DRPT will pur c h&s e edlilc| aawarotha d awda i
t hespoensi bility of the subrecipient to @&omplete th
contractor after the grant has been awarded.

Subrecipients must maintain a combined single | im
on HTuAnded vedhimbhets aubmit proof of insurance annu
enough insurance -tondegl|l agei pmgnFTAsuch as van | i
I ncident al Use of Vehicles

FTA encourages maxi mum use of vdmi allds ifnsndend esnd
must be used friglsat ddbrneadgriamm accordance with the

Feder al policy does allow some incidental use if
or were previouslylstippdsteBuwt hbrfedbeaincidenta
with a public transit service, and must not meet
considered incidental as |l ong as it does not inte
appldmaarnd is | Rmguedtsnf oifrmenci dent al use of wvehi
to DRPT ianwantangdalr mppiroval before engaging in

I f approved in writing by DRPT, the incadkedal us:
from the Section 5310 service. Mil es driven for i
service |ife of the vehicle, and a report of i nci
DRPT on -anmwani basis by January 15 and July 15.

Any costs associated with the incidental service
than the Section 5310 program and DRPT. I n no cas:
an incidental service.
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NorVehicle EBapjetats

Mobi |l ity Ma nPargog neecnt s

Mobil ity management grant budget regaaelasi shall n
except in the case -odl ll-dolwiracdk osry srteegmso,nawhiocnhe do not
the number @&daleawil®y efesnded5B83ddepriolge adhé afichghloy e e
under @RMRAbility management program must primari |
the commumolbiyli ty needs, planning and i mplementi ng
pl anning (all travelonmadeahn,geianeahltusdiamg ptohd adevel o]
operation of a l-oalall-d lmimekr ¢sgyisftnedd gmaes i n service
individuals with disabilities.

Mar keting and advertisement of tr anspcerst artaiyomoand
exceledd of the tot al projedt) 00ddst whe cheevcpui preerte ser
and advertisements must be &ircdeddtead st owarcd i teme gu

(specifically, seniors anduismndideisdcduabe wirt proimoale
transportation services being offered. Eligible e
promotional medi a; communication services (teleph
reproduction of mar koeft ianngy mead veerritail ssi.n gC,o pmeaersk et i ng,
materials wil/ be due to DRPT with reimbursement

Bus wrapsvedinckclen si gnage to promote services are ¢
separ ate fr om sncarrikbeetdi nagb cavse ,d eand fBnagy@clloys ti n ol u dhed o
| i-ineem budget.

Ot her Capit al Projects

Ot her capital cporndjreaccttsi nsgucfhorast szmepaoad i atgi @am ds & m v if
pl anni ng,asndf tiwmared | i gent Tra8ppmostatbeni $gsteimsed]l
Ot her Gapgitti @anh of the grant application.

Ot her Capital Project, i ackudissgeMobinl atyeMmbagem
Costs must be incurred before paymeandi dgrivgjdea s. Al
must be supported by properly executed payroll , t
(operating grants only; wvouchers are ineligible u

the nature and propriety ods téeree crhairmbewsr.s éOb elr aas @ th
operating expenses (operati mMmgdexpemsads blacka pf adroe u
is required depending on the type of award.
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Budgeting
Il neligible Expenses

The foll owkeRrRbaustiavaohixgpte naHd E.anisedeicyti balney equesti ons
regarding specific expenses to the DRPT Human Ser
to 2 CFR 200: Uni form Administrative Requirements
for Federhtt Awar dsswf. Exampbes of ineligible expen:
i mited to:

T Transit passes or vouclhleostkoonrusa®Aoocaompgl emengy
paratransit service

T Operating assistance for required ADA compl e me

T Rent, mortgagespaceotbleat odffiees or expenses (
section)

T Furnitur e, artwbuhkctiaoednaslot her non

i1 Food, including business or outreach |l unches a

T Clothing, including staff wuniforms and cl eanin

T Membership dues

T Training, certification, or credentialing fees

T Promotional, dincéeawadaywyg gift cards and recognit.i

1T Gas <cards

T Gas taxes or fees

T Employee mileage in personal vehicles, rented
operation of an agency vehicle available for p

T DMV registration

f State inspection

T Loctadxes, including property tax

1T Late fees for any purpose

T Nomoutine maintenance, including transmission
replacement/ rebuil d

f Maintenance on vehicles that were not purchase

1T Gas for wdhiwelres ntoi purchased through the Sect

T Expenses related to any DRPT application or gr
not | imited to costs to place public notices

T Event fees or expenses, whether hotsted or atte

T Fundraising expenses

T Certain marketing/ promotional expenses, includ

I ndirect Cost s

I ndirect costs are eligible for FTA Section 5310
and be approved mg. DRPT for fundi
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Applicants that intend to request support for ind
Cost Rate Agreement (NI CRA) fde mmianifneidse oradt ea goefn clyQ

modi fied total direct costs ( MTpDoG&)e s( 20 fC FFRh e2s0e0 . gér8a)n
includes all direct salaries and wages, applicabl
to the firsts#hbsawa®@tdlodr eaaxhenses, such as travel
typically includedbilre MDDC,r eamd unmcste melnitg under t hi
those direct expenses are not eligi It dcecarmidteal t hi s
expenses are not included in MTDC.

Applicants with a NICRA with the pFRpTrAowal oddccu meamngtes

with their application for consideratimay Applica
request wgE ttchel®%pplicati on budget in indirect cos
Applicants requesting indibedgesupporat mustatxaedal
costs will cover. I f awarded support for indirect
rei mbursement for any direct Eostexhmpted ihHh &ahea

elects to ofegmedibft i @a®ddi rect costs to cover financ
it may not request reimbursement for direct finan

Expenses that are solely eligible for indirect su
T Rent, mortgage, andwekpenobsbbcasspatatedncl udin
i nterest/ service, and opergtions and maintenan
T uUtilbities
T Admini strative, clerical, and office mgintenan
and

T Executive staff salaries
Operati nQghemdCapropéct Budgets
Applicants r equeostthienrg fcoappe itaatJi mg sdr c o mp I-neotnet hand at

| i-ineem budget wusing tsheee prheev iaded ntdd mip )f aotr@ g s ampl e
budgeti pd i s October 1 through September 30.

The Budget Excel f Bluad geen Fluled e s Mawmn tt, ald su:s

T Budget Tab:
o Using one row per item, |l ist each item for
l'ist the total amountt e ecgouleussmine d( Gonl unmres aB ptr

A Add more rows as needed to complete the

o For agencies requesting assistance with fue
the informati &rmuerleg aviaid anlst,g blédneso w.
o For agenciesimegudatdimqiisnd ati ve assistanc:
Negotiated I ndirect Cost Rate Agreement ( NI
in G27. Agencies that do not hdeevemianiNliGRA n
rate wmndl®%ould enter this amount in G27.
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1 Fuel , |Masi nTta,b
o Il f requesting assistance with fuel, mainten
sheet wild] automatically calculate the proj
and input the totals in the correct |lines o
A Enter thealtodwdgeathnfuor each of these thr
B.
A Enter yodr towgerndcy |l eet in column C.
A ln column D, enter the number of wvehicl
project.
A Enter the total number of weekly servic:
A Enter otplos eglr number of project service h

Procur ement

Al | itemswpuhcbasedwnstirmg tgerdanftorf unds must comply v
procurement requirements. Before any advertisemen
submpeeint must submit procurement documents to DRP
Contract Clauses are required to be included on p
DRPT has developed checklists for Micrcompdmedleld, a
by the subrecipient prior to solicitation.

I ndependent Cost Estimate

Applicants must attach, along with their grant ap
Estimate (I CE) fovemnl|l $uproQgo0geament Sundsed The | CE
determine the eligible project cost and is requir

regardless of cost.

Acceptable methods to obtain an | CE include:
T Publicly publ;i shed price I|ists
1 Recently inyvoiced prices
T Comparabl e purchacsiess by ot her agen
T Outreach/ markamdsurveys
T Thipad €gti mat es.

Al | CEs must document the date of the estimate a
vendor that provides an estimate cannot be awarde
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Application Attachments
The f ol lcuwiemg sdare required for the application:
T Articles of I n doorrptdirirmrdsitoamp IChaantes or i n the
since the time of the | ast application
T I'RS Letter of Exemption (501c3, etc.)
T Title VI pl an dated wiltikiann itomr edau ey edaart®« of t h
ol f the Title VI pl an is outdated, the app
its update process and include the date o
i mpl ement ed
ol f the applicant i s new and doesdgenanh have
attachment indi@aagmgemdrt atgeneyt abl i sh a
upon awar d; DRPT wi |l provide a templ ate
T Copy of public notice printed in area newspa
before the application deadline
0O The Ipiudb notice must be a true public noti
an area newsletter; advertisements and co
T Li st dafr alnepalrtati on providers contacted, i nc
human service agenci es
O Lett esrusppoofrt framspontati on providers may
not considered during the application sco
T One copy of thelbeatetrafhspottaei bono provider
1T Response | etters from human service or trans
T Copy ef bé&tnhotice to MPO for your proposed s
December 31, 2022 (small and | arge urbanized
ol f your service area crosses multiple urdtk
sent to every MPO in your service area
T Appr opWoirekt ePl an spreadsheet for this applicat
provided)

T Compl eted Work Plan spreadsheet for | ast gr a
1T Debar ment <check: a c hde cnka noef otnh eS AoM.ggaonvi ztaot i doen
t hat t he organdrzragd ;ont Hes mlodc kd erbu st contain

ldenti fier (UEI) and be unexpired
T Letters of commitment i f the proposed applic
arrangement (s) with anotdhhehesegahouhbhtdi bae tou
commi t mernst dred treot | etters of support
Capiitvalhi cl e Application Attachments
T Copy of vehicle insuvehialppackades )(capital
T Preventive Maintenance P-Vahiaaphpd isccahnetdsu)l es ( c
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CapiitOalher and Operattiaghmrempt s cati on At

T Budget (Excel file; t eampll aottéh egp khaipdahtl s pper a
T I'ndependent cost eaantdi mdtheap fKclape a@tl § h g

T Job descri pt i esnusp pfoort eadn yp ogsricamido rect dhmeiptea lat i n g
applicants)

Pl anmd aRecor ds

Title VI Pl an

Subrecipients are required to develop and i mpl eme
Title VI plans are required to submit a copy of t
application desaditéqgeirddiprpbanto grant execution

developing a Titl e tVve pHuama,n pSeeravsiec ecso nTtraacntsi t Pr og

Preventative Maintenance Pl an

Subr ecirpiceritvd ng capital mueshti chlaevse oar meaghwieperpd mata i h o &

t hosehicl &lsleamaded equi pment . El ements of the plan
1 Standards for proper care and |l ongevity for th
preventative maintenance ( s@nmihl esi mtidr cdla)n;ges

T Procedures to maintain project equipment at a
mechani cal soundness;

T Procedures to maintain al/l accessibility featu
condition;

T Procedures to tracknwheanpeeivesapeéovei ommas are du
preventive maintenance inspections in a timely
intervals for preventative maintenance);

1T Procedures to maintain files that contains dai
records; and

T Procedures tdrmai rntnasiprecdrieon program that addr e
appearance and cleanliness, safety and ADA acc

Preventive maintenance records wil/| be inspected

inspeats are conducted when due.

Performance Dat a

Subrecitphiagdntoperate a tmonansporrriedcato dagogéer «ed ceto s ubm
monthly riflershhep Sdwmidend HPDXAi oonobdbr thef'8eevi ce
busines®addy mofmt h f or t&h ea ptriewii toyus tHmoOMAtGA@r s ekt ect
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for closed service ridership data (service not op
may not be opened to the gener al public).

Ridership is countadeasTiUnpsnkb&BTPasPassengers ar
they board vehicles no matter how many vehicles t
destination.

Taxicab operators must also provide passenger man,|
i ndi viiadlusapont ed haee i mbutr sefment backup i n OLGA.

Alplrograms must complete and provide the appropria
year . Each program must develop relevant goals, s
report proggkest thhe year. A sample Work Plan is i

For subrecipients that report ridership, the repo
to the OLGA ridership reporting.

For rei mbhasednemnoj ects, ttdilssmearnerhg Telplbowi ng r
attachment to the rei mbursement request:

T Janu®cyober throughduecember dat a
T Aprldidnuary throudgie March dat a

T JulAyp:r i |l throudguthe June dat a

T OctobBety through September data due

Asset Dana AWMr

Subrecipients are required to record and maintain
Transit Asset Mandage»méntWh®&wywstmaemubreci pi entasrecei v
purchased through a Section 5310 grant, the vehic
business days. The required inspection paperworKk
DRP& Human Services Transit Program Manager withi|

Only vehicles purchased wi(tih ef.unSdeicntgi onmaanba3ghedd fbuyn dD
recor dedanisgdevt.t i on 5310 s ubuseecitphiiesntssy sctaennm otto manag
t hat wer e puwrtchheas &di nwlist,h even i f theywiarle Peofican e
5310 fuAdyg vehicles in the system that were purch,
DRPT is seeking to maintain this system as a reco
oversight.

The fleet of SectiomibP@h@evebieccvésersgquaitiuaes and c
|l east twice per year, by July 15 and January 15.

DRPTonnntesc


https://transam-drpt.camsys-apps.com/users/sign_in

DRPT

I
v:?;i:ADEPARrMENTOFRAJL SECTI ON 5310 GUI DANCE /

AND PUBLIC TRANSPORTATION

When an agency replaces a vehicl ea stphaat ies|mdr sveah ii ol
TransAbMs appropriate. A repl @&cementicneatieinatdi e shoul |
expansion of the fleet.

For additional gupldeaamsEei ow ThanappMMendi x.

Public Notice

Applicants are required to develop and publish a
Section 5310 gr anbte. pTlhaicse dnoitni cteh emupsutbl i ¢ notice/ |l e
of general <circulGatsieanviicne talree aa papnldi csahmotul d appear
one day and be placed at |l east 14 days before the
2@4grant cycle, the public notice should be advert
must include relevant application information, in

applicable), and funding amound (allkt hSeexiaompl B3 be
The notice may not be placed as an advertisement

providing the details of the application and meth
downl oaded copy of your npoapere nauss tprhentaetdt a cnh eydo utrc
application.
Sample Public Notice
Colonial Behavioral Health (CBH) in York provi
and community | ocations to seniors and individ
di sabilitims)ames | Civtey, PoqaomadoYor Wi |CBH msd um gc

funds from the Commonwealth of Virginia to pur
ramp$500800) through the FTA Section 5310 progr :

service. Tvhiel Ilvebhed cduseesd regul arly between 6: 30
Friday and other times as needed. CBH invites
paratransit operators in Hampton Roads to comm

repl acements bynosteincdd nbgy whe k.t eln, 2023 to: Virgi
and Publ i c TirPaunbslpiocr tTartainssnppor t ati on Division, 6C¢C
2102, Richmond VA 23219 and to Coloni al Behavi

Williamsburg, VA 23185.
Noti fi ctaot iLooncal Transit and Transportation
Applicants are required to contact all | ocal huma
their service area to advise them of their intent

shoul dlei,n@ltua mini mum, every ag@&nrggithmal aCHEMdme
and any other transportatitdmopgbviher ¥  rigani aaidrh
Finder &n wexPBlitegw./dmwpt . virginia.gov/
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App
res
ens
wi t
tra

App
tra
tra
fun

Any
t he
DRP
to

I
ou
ur
h
ns

I i
ns
ns

ca
rc

di
po

ca
po
po

ds.

a
T
t h

et
pp
Wi
e

nts are expected to |l ook for opportunities
es and offer mutual support. It is a highe
that the greiaviesy pmosinbl ef wiprlodluetreal i ze
sabilities through these awards. It is oft
rtation services to eliminate duplication,

nt s omeulsdh mpdlemiltetter of notification forw

rtation provider in their service area and
rtation providers contacted and informed o
urn |l etters received from the agencies con

Letaerenof support should not be sent to D
Il not be considered duritrhgeyt me ea mp Isioc attit@a
application by the applicant.
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Sample Letter of Notification to Local Transporta

Dear Sir or Madam:

Pl easant View Home and Regional Center in Broa
fixedbursi nriouopl Eowi ph devel opmental disabiliti
Rockingham, which includes the City of Harriso
Dayt on, El kton, Grottoes, Mt . Crawford, and Ti
these individualed otpameaanch| f Dam P& ogr ams, and ot
integration and socialization projects that ar

independence of people with the development al

Funds are being requested fr®mDermantCommoRavielal &
Public Transportapassehgepuvahawieth Bi ft throu
5310 Progr am. It is the intent of this federal
transportation providers to tcle rersaarmieng ext en
opportunities.

We invite you, as a | ocal -Roorcokviindgehra mviatrheian, tthoe ¢
on the proposed services. We are particularly
work with your agencyshtaor ec orocersdoiunractees , s eorrv ipcuerss,u ¢
that will mutually benefit our transportation
this further, please notify wus at the Pl easant

426, Broadway, Virginia 22815.
Ilyou have any questions, please feel free to c
Sincerely,

John Doe
Executive Director
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|l ntergovernment al Revi ew

NorRrUr bani zed Areas

Regi onal intergovernment al revi ewr mdniFZTAd Saceadni ¢
required,i chauntt sapnqpay choose to send a | etter to the
Commi ssion(s) to notify them of the proposed proj

Urbanized Areas
Applicants in the urbanized areas must MR} idfy the

their intent to apply for FTA Section 5310 funds.
December 31, 2022. Applicants that do not send | e

wi || not be red. gible for fundi
As with the public notice, |l etters to the MPO mus
application, including the amount sought.

FTA Section 5310 applicants must request that the

el ement ofih'tshdrraegiportation | mprovement Program (
recommended the project for approval. A TIP is a |
each urbanized area as a condition of funding. Th
pl ammd programs that are consistent with the devel
Annual El ement is a I|list of transportation improv

during each transportation program yeamenEadch urb

MPOs may send a return |letter to the applicant ac
apply, and stating that the project will be inclu
of the MPOs, but somet hiorug ttelsgyt tmayw hkee appprid caxnta t
to attach to the application.
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Sample Letter to Metropolitan Planning Organi zat.

Gary Christie
Executive Director
Central Virginia MPO
828 Main '$Rlroecert , 12
Lynchburg, VA 24504

Dear Mr . Christie:

The Central Virginia Area Agency on Aging (CVA
the Commonwealth of Virginia through the FTA S

transportation equipment. As part of the appli
ouretM opolitan Transportation Planning fOrgani z:
the project is approved by the Virginia Depart
(DRPT) and includedr ihmptevemamnt Biaxgram relea
regqgeat that the project be included in the annu
| mprovement Program (TIP), if approved by DRPT
purchasepassemrg®d®r vans with | ifts. The tot al c

$3 0,00 0TOh.e eder al gr amft tihse ftoat a8l0 % ogs tr ewsi pt ohn s VLAl AeA
the BO&PkRance.

OQur plan is tor @ggpon diev d etmraaamds portati on for ou
Lynchburg metropol-ridlaant ead eac ttiov iangieenscnyt nedgicadc e |
stores, and other destinations.

DRPT will notify the MPO of the applications t
ti me, we are requesting that the MPO incorpora
I f you have anty gurspiomses alboupl ease feel free

Sincerely,

John Doe
Executive Director
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Vehicle Menu

Applicants requesting vehicles under the 5310 pro
available on the current sted et o omd rvalcael Ahdi v edd
DRP& program does not support stretcher transport
provide this type of transportation.

The vendor will work with each grantee to cust omi
grantee and returned to DRPT.

Each grantee may customize each vehicle up to the

Any amount over the budgeted award amount is the
vendor . For exampl e,enicfys 3380 Hwar dsmbni agn and t h
customi zes the809&®OWOc| ¢ htemm ¢ hhet aHency will direct|

DRPT wi |l I15c000I0l ebcats edd on the 20% |7¢ ®&I00matwahlm dr, e @unidr
supply theo6pemafirnommgf esdder al funds.

I f an agency is awarded multiple vehicles, it can
award toward the cost of another vehicle. Each ve
pr-éet ermined maxi mum award amount .

Onceélavehicle orders are received, DRPT wil |l cont
| ocal match. Upon receipt of all | ocal matches, D
grantees. This section descri bebsl et hteo v5e3hli Oc | gersa nttheae

Funds are not awarded for any other vehicle purch
vehicles themselves and request reimbursement thr

The vehicle types below are currently available t
530 applicants and subrecipients. These photos ar
not depict the actual vehicles avail able. Please
accurate make and model i nformati on.
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Modi fied Minivan with KRamp (5 Passenger

Hi gh Roof Van with Lift (9 Passengers)

Body on Chassis Ve&it dl3p awsistehn gleirf;t c(aln be customi ze
include more wheeblamwmasmeduce overall passenger co
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Gr ant Management Proced

This documentedutkesnéeerprecipients of grant funds
program admiDrRiPsltheerseed pbryocedures govern the admini s
Section 5310 awards r egalrhld sees sprodc eddauree so fa raewau pdd at
and are aeviewstd annually to ensure they align wi
requirement .

The procedures described in this document apply t
receiving Section 5310 fundi ngvoflrvoend DMRRTh dgrnacntudi
agreement s, invoicing, funding administration and
compliance, and project/ program i mplementation an

these functions should readcteldius edoovi méhntn.and f ol

Devel opment and AppFrYoevaarl of th
| mprovement Program (SYI P)

Each spring the CTB reviews a Draft Six Year | mpr
programming document | isting the proposed allocat
Department of Transportation (VDOT) programs, and
hearings. After considering comments received fro
By |l aw, the CTB must adopt a SYI P pboyr tJuwme o030 .t hBeRFS
based upon applications from potentvatli mTgcmemeean s

the CTB and sé&rvesiassonDRMHTtT h the Secretary of Tran
Key Steps

1. Application Submissiequedappl foant s darbagiettsi ng
Grant Admi @l G/ rSaytsitéetm fb®yon t he first business d
February

2.FTA Certifications andusAtsssealafnt gst hApplt hegnts e
these requirements and submit this fenpang of
FT& certifications and assurances document in
will not be executeéedathbessandeaBfSAraerctisf ar e

.DRPT Evaluates Applications

4 . DRPT Prepares and Presents the Draft SYIP to C
presented to the CTB in |l ate spring, typically

5.Public HeaGTiBrghsol dishepubl i c hearings in the spri
will post information about the meetings as th

6. Amendments to the Draft SYIP: The CTB takes in
may direct DRPT to makéta@&mhd®dmeAmentmenhhs ©Doat

w
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al so be made to correct any | ine items that ar
Human Services Transit Programs Manager to reqg

7.Adoption of the Program: The ki Cd&lB $Y Buine .t D
Program Managers notify recipients about the C
on DBPwebsite. I f any requests for funding wer
included in the Final SYI P, DRPWrwitliingi.nf orm t

8. Foll owing CTB approval, the recipientatmay begi
t heir ownFunidsikng i s occasionally reduced due t
feder al acki pasti ODRPa&ti on in projesés may be a
changes. The spending for all projects must co
and end date. Any expenses incurred or activit
will not be eligible for reimbursement.

Project Agreements

St at e MagsrteeermeAn t

All subrecipients of FTA Section 5310 funding thai
mat ch, as with nduwee hipelretwaarmli staganldar e required to ex
Master Agreement for recei pememtst at @i sfedndsr oA ss ta:
and is approved through an extensive internal pro
Gener al Because |l anguage in the State Master Agr
changed. As wspacihempappreand FTA Certifications ¢
Master Agmeemehessigned by someone with the autho

Ssubrecipient .org

Proj-&peci fic
DRPT is the dire
and the designat

Roads. These fun
competitive, dis

Foll owi ng
Upon recei
agreements
end on
expired
with the

approv
pt of
feder
September
contract
DRPT Hu

Project agreemen
of funded projec
DRPT recipient.

ani zati on

Agreement s

ct recipienst fFROTTA rSwercali oann b 3sla Iplr ou
ed recipient for the | arge urban
ds are then distributed to subrec
cretngn@L Agrant process us
al of the SYIP by the CTB, DRPT s
an executed FTA award number from
al funds and stegenmabhcbctAblkr Séc
30. DRPT wi |l not request altera
periods from the FTA except in e;

man SerwanegserTransit Programs M
ts are subordinate to master agre
ts. Separate project agreements a

DRPT projecdgrage memte nd ismmaircy ,u dteh ea
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state or federal share of eligible expenses, the
specifies the project description for which the b
agreement for ofredcddraale fmandcihng o federal funding ca

date of the FTA award.

The agreements are®d pFiepameidalbyPD®RPMammi ng st aff ai
DRPT Legal Counsel for review. Agreements are thel
approval by the DRPT Program Manager, Division Ad
are then released to the grant recipient for exec
by the grant recipient, the DRPTmehitr.e cTthoer fourl | GF G X
agreement is then available in electronic format

rei mbursement beginning on thdheatgrepeamenti endsitnb
signed only by grant recipienhonrigteywctyo peirgmnagi e avl
and enter their agency into a binding agreement.

aut horization stating that the person executing t

Project Rei mbursements

DRPT provides Séeogi 6or5approved projects on a rei
recipients incur expenses. After the project agre
begin to submit rei mbursement requests through OL
i s regaisedmit one monthly rei mbur ssamag/ntn orte pee st

submitted | ess frequently than monthly unless no
morBRPT will review requests for | ess freduent r ei
basis. Please contact the DRPT Human Services Tr a
The foll owil ey eils sa mmagly of what recipients must s
a rei mbur sememdi wiedwelstpr oj ect s may ibawv @ eaqqdud irteinoeme
depending upon the nature of the service; this wi
and apprPRepcriipaiteennt s must be sure to include all of

rei mbursement request soetbabar ®R2BHI Prbobgr pmopManhy
rei mbursement request and consider approving for

I'n all cases, expenditures must have been incurre
the subrecipient cannot provi deanporto obfe orfe ipmabyunmesnetd .

Key Steps

1. When submitting a DRPT rei mbursement request,
amounts submitted are appropriately supported
accordance with the Master Agreement and Proje

2.Grant recipients should verify that the expens
request were incurred during the designated pe

DRPTonnntesc
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Re i

Al

.The rei mbursement request as wel/l as all suppo

rei mbur sementt hegeesequasntded by DRPT Human Ser
Programs Manger during the review process, mus
recipient.

.Section 5310 subrecipients receive an approved

rei mbur sements tatrioaung hoofutt hehegrdaurt. The entire
format, completed up to the date of reimburserm
to OLGA with the reimbursement request.
.Section 5310 Mobility Management and hGperating
compl eted work plan spreadsheet, in Excel form
|l east a quarterly basis.

Reporting Period Report Due i n:

Oct oblzecember January

Janui@aMar c h Apri |

Apridune July

Jui §eptember Oct ober ( wrbtuhr sfeimeanlt
.A copy of the gener al |l edger or other financi a
rei mbur sement request, and should include, at

M1 Date of paid invoice

f I nvoice number

f Total amount of invoice

T Amount charged to tQluestei mbursement re

T Name of vendor

1 Description of the expense

T I'f applxipcabnlaet,i oen of why rei mbursement of o

is being requested

1T Expense category

T Tot al amount charged
The total amount on the summary doofc unheent must
rei mbur sement request. Il ¢ he@amdaeanan odephahbatr

the di soridemhmagueestr edocument ati on.

.Supporting documentation for every expenditure

required to be squwemtt tteldr owigh @Lh@A rien t he or de
summary sheet, and the amounts on the document
amount requested fbrthei mhokaeapmdaotumentati on i
number the pages and riyndadiheatte whr cthh @ agglemma r r e s
each amount .

mbur sement Summary Sheet

Section 5310 reimbursement requests must be a

devel oped usipm@vti de dDRRMMp!l at e.
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Once funding has been tappyroouvend [florr eycoeurv epraonj eacppr o
rei mbursement template from DRPT. You sSthuwdugedt use |

antruel , Ma(iinft ,aplpnsi cable) tabs of the rei mbursemert
budget | ine itieemal wylpopuwlitama to the monthly tabs
On a monthly basis, complete the expenditures por

B-H, C21171 sTlBpendi ng Dwédr widw automatically update

I f fares, doneavteinounes ,waosr cootlhleerctred to offset the co
collected in Cell I 32 so that it wildl be deducted
After filling indthaebapg@gebprl 8@38ewmbhtdi splay the
rei mbeurent . This amount may not align with your mo
which is acceptabl e. However, you must submit all/l

expenditures; backup docamenthat apmp sbnerdée q@ait eedt ¢

Mo nltyh st altn which a performance report is due with
highlighted red.

The entire Excel spreadsheet should be Pupelacsaeded t
do not wupload a PDF, singl eepasdeo,n orf army ndtylr eera dalht
rei mbursement requests with the full Excel file w
until t he sapvwracialdasbhleeet i s

Below is an exampl ¢ ®ofr ea mbampleentesnd m@m eadsheet .
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Budget Item
(Insert more lines if needed)
Personnel: List personnel by position, FTE or hours

hourly rate. Other Budget Items: Describe budget iter
and provide applicable quantities.

Driver

Salaries and
Wages

Fuel,
Maintenance
and Insurance

Indirect Cost
Rate

Materials and

Fringe Benefits Supplies Marketing Equipment  Other (Describe)

Dispatcher

Marketing Materials

Phone

[¢]

o|o|o|o|o|o|o|o|o|o

[¢]

Fuel
Maintenance
Insurance

Remaining Approved Balanda:

$64,161

COLOR CODES

$83g

Enter items and budget amounts into these fields.

These items auto sum. Do not enter text in these fields.

Modified Total Direct Cos $5,83

required information in the "Fuel, Maint, Ins" tab.

These items auto calculate. Do not enter text in these fields.
If requesting assistance with fuel, maintenance, or insurance, provide

Enter indirect cost rate in G27 if usi Indirect Cosl
+

These items auto calculate using the indirect cost rate in cell G27. ||
requesting assistance with indirect costs, enter up to 10% in cell G2

Budget Items Sub Totgl: $6,679

reimbursement period.

Enter any fares, fees for service, dontations, etc. that were received durirf

Fares, fees, et

reimbursement request for the month.

This auto calculates. Do not enter text in this field. This is the total

REIMBURSEMENT REQU

Supporti mge

Doati on

All reimbursement requests must include | egible s
expenses charged to the project and proof that th
Sufficient supporting documentgateisdrs att aclhedrtd n
evidence and justification for every expense. Sup
external auditors with assurance that expenses pa
Master Agreement and the Project Agreement
Te following is a summary | ist of documents that
request The summary | ist does not include every
rei mbur sement request, as some supportr pooyreent at
T Payroll copies of paystubs or other pay infor
o Ti mesheets are required for any position su
gr ainthese should indicate the number of hou
activi i es.
1T Gas: individual receipts or billing statements
rei mbursable and must be dedueSteed ifornom 3tlHe vreehqg
is not eligible for reimbursement)
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T Maintenance: receipts or iomkoipead oymewli rad otnlge v
date and total of the exSeeanseosn (5mMaliOntveerhd cd ee son

for rei mbursement)

T I'nsurance: copy of insurance policy and bill s
the expense (i-Bsatriamrc e53dN0 nwenhi cl es is not el

M Paid invoices or receipts

T Copies of promotional items and marketing mate
media advertisements, fliers, and any other ma
expea)

T Trip Sheet s:oralclondpergartadntge a gii tmblur sement s must
sheet for all rides provided during the rei mbu
i nclude, at a mini mum, the date ofddbreasvs,cet, riop
provider name/ busi ness, and cost. Names are no

i f needed.

Receipts and invoices must clearly state what was
may need to write a shioptt odre sicrrviopitcieont oo ni ntdhiec arteec ev
purpose of the item, and how it was wused. Just be
purposes does not mean that it is eligible for re

budget shoul dwibteh dtitsec uUBRRTW Human Services Transit
submitting a request for reimbursement.

Supporting documentation must be from-paroyficial
i nvoi ce The gener al | edgert orufffiicarnitalt os ysutpgm rnt
Questions about supporting documentation should b
Transit Programs Manager prior to submittal of a
Rei mbur sement Request Timeline

Rei mbur s eme ncta nr eognul eys thsa f stehbemiptrtoggdect agr eement has
executed by all parties and the contract period h
these occmuaotrimeg evliildgi bl e. fAdrl reexipnebnusresse mennctur r ed ou
catract pneorti obde weillilgi bl e. for rei mbur sement

Al rei mbur sement request for the Section 5310 pr
more than one request may be submitted each month
program i ncuerss inno a xnpoemtsh, a rei mbur sement request
program may not hold requests for multiple months
guarterly basis. I f expenses are incurred in a mo
rei mbwemgemo | ater than the | ast business day of t

Expenses requested for reimbursement more than 30
they were incurred may be rejected.
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DRPT willl make every effort t3d rdeawise v raond srudmii ts sp
rei mbursement request that receives an Approval f
Programs Manager. Approvals will take |l onger, and
days, particularly i f tome ipsr onpoetr isnuwcp puadretd dwa ct thmet rhte
rei mbursement request. It may take five to ten bu
until the grant recipient receives payment .

All subrecipients wild.l receive papep!l ethex ktshdy ma
registration process for the Electronic Data I nte

Department oft tAscoudmtwsy:. doa. virgi ni afl hgi osv/ewmerlodl rl enmecnet
enable the subrecipient to receive electronic pay
net wor k.

Key Steps

1. Rei mbur sement Request Submission: Reimbursemen
through OLGA. All supporting doodcGAmemi ttet itchre mu s
request.

2. Rei mbur sement Request Review by DRPT: After a
in OLGA®S RBRRMunting staff conducts a cursory r
there is a Summary Sheet, suppoerst tdodcaud metnhtea tainx

of the reqgqueascdcouwRPiTng sta&fi wiéetnabteei mbDR®&
review system if they saw any problems or conc
release the request to the DRPT Hurhaonr Serfwildes
review of the reimbursement request and all su
determines that documentation is missing or th
manager may reject the request or Irequest that
documentation in OLGA, depending on the discre
3.Upl oad Additional Documents in OLGA as Needed
process, the DRPT Human Services Transit Progr
support documents.ntl nrediipi ermtsemudtheumlr@aad t he
documents i n OLGA.
4 . Rei mbur sement Request Action:
a.Approved: The DRPT Human Services Transit P

rei mbursement requests only when they inclu
document ati on,ottahle cexrpreencstelsy,t t he expenses
necessary, and all applicable state and fed
Approval by the program manager means the r
pai d.

b.Suspended: The DRPT Human Servri cmasy Transit
suspend a request for reasons, such as: | ac
mi ssing summary sheet, or if there are ques
expenses. Suspending the request puts the r

guestions can bBweadedqoat dloguamentati on provi
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request is suspended, the DRPT Human Servic
contact the grant recipient to explain the
action is needed.qgqu®wsdpersdian @ eawvpao rl aarbyl es tf aotru ¢
more than 30 days. I f the program manager i
additional documents received from the gran
approve the request for payment. | f ethe pro
answers and documents, or if the concerns c
the program manager will reject the request

c.Rejected: The DRPT Human Services Transit P
rei mbur sement request under the following c
i . Tkre are one or more ineligible expense

i iThere is an error in the DROPTals taanidu ncta non
make changes to the amount of a rei mbur:
there is any error in the request, the

resubmitted by the subrecipient.)
iiThe grant recipient cannot provide suff]
Once Program Manager rejects a reimbursemen

compl eted and no further action wil!.l be mad

reeive a notification to the email addr ess

been rejecthed alearmsgnwiftor t he rejection.
5.Resubmission of a Request: I f the original rei

grant rceamapkiee ntthe nercresctairgnss and resubmit the
Resubmi ssions of prior reimbursement f@equests
month rei mbursement submission rule.

6.Fi nal Rei mbursement: The final rei mbursement r
mar ked @asalt heefmbur sement. Subreci gliagnt s shoul
submi ssion deadline for final rei mbursements a

7.Rei mbur sement Payment: After a reimbursement r
DRPT Progr am Masn aagcecnogu netRBTf wi |l | process the p
or electronic payment will be generated by the

Project Time ExXxtension Request

All Section 5310 granyteararcde mpamostirdetdi drmrp ear iommke b e
1 andgendienfoll owingrSepeedffdct pOxdm®@dris ibcensconsi der
for openawmehgcobeprcogpeicttasl.

I f your project is not progressi MDRPaAas Hulmamned, pl
Services Transit tPrmgmpmst Mlahager af arevsead eurt @ toml ,and
requests submitted at the end of the demonstration
i ssue with meeting theotobérakctgdbleed date wil!/l

I f an extension r eqd ewitt thatshe elRPTdiHKwmasms eSer vi ces
Manager and is approved for submission, then the
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extension request in OLGA atélemndtda3ttadbhBRPoOoNly
one extensi ofnorpear nparxoijmeuct peri od of wup to 12 month

date. The DRPT Human Services Transit Programs Mal
with a greater number of DRPT internal approval s
1T Balnce remaining of $1 million or more of statce
T Recipient made the request after the end date
T The extension request exceeds 12 mont hs
T The grant has already been previously extended

Key determiningprfavwaloroesf irneguestasp are the reasons
why the project cannot be co@npgledredf @m dadmel atnidng
in a timely manner. Approval of a time extension

Scope of wor kmodhadregeaeo nwiildlered as part of a reques

Key Steps

1.Submit Extension Request: An extension request
calendar days prior to the original end date o
det aipleanatxi on of why an extension is needed,
compl eted within the original timeline, a sche
completion, and a budget drawdown timeline.

2. DRPT Reviews Extension RequesitthdheappogVveamoma
the request or contact the requestor for more

3.Notification of Decision: OLGA wil!/l notify the
extension is denied, the requesting agoefncy wi l
notification to appeal the denial . &LeQhtieerfs ooff
Public Transportation.

Project Budget and Scope Chang

A grant recipient may sometimes wish to change th

awarded. mawd gheotts be i ncreased after they are award
anNo«wehiclepCagi am$ may request changes to indiuvi
change in the total approved budget.

In order to maximize trans®awaerndc ypracnade P,e ninte siss i Wi
projects be evaluated equally, that the SYIP be d

required, and that the SYIP is approved as a whol
cases where a scopequéangeée, i PRBEiwgll require the
deobligate the fund balances and submit an applic
project) during the following grant cycl e. I f the
grant scyowlte piractical, DRPT may carysilcer approving

DRPTonnntesc



DRPT

I
V:?;:ADEPARTMENTOFRAIL SECTI ON 5310 GUI DANCE /

AND PUBLIC TRANSPORTATION

DRPT does not permit funds to be reprogrammed bet
1

be deobligated and wi be incorporated ynl @a.he po
Pl ease note that verbal authorization for moving
compliance revi ew, written authorization for such

Budget and Scope Change Reques
Key Steps

1.Submit Request to q@Qheasnge Hmdmm:r Tsoc-iorpeemchadget or
changes, contact the DRPT Human Services Trans
to Change SYI P Allocation form. The form must
agent of t&heagreencciypianndt ainlce du djeu sat idfei cati on with
dates for the request. The program manager wil
to the DRPT Executive Team, if required.

2.DRPT Reviews Request: DRPT will evaluate the r
tohe requestor, i n OLGA, within 40 business da
recipient will receive new grant documentation

3.Process for Denial of Request: |l fetdrcoegagsd
to apply for the requested funding during the
guestion will be deobligated through OLGA.

Training Assistance

DRPT adminFsfAefscthen 573 1=ln.

Assistance Program (fREAPWh I Nat|0nal q

Section 5310 subrecipients

Subrecipients | ocated in r ban ar
eligible to apply, while or an ser:
transportatitome algeibgaiesed ne o, . 1,60 Assistance Program

Roanoke, Ri chmond, and Hamp.un nuaus airc ci1 i gible
appl y.

These RTAP funds are primaril vy vahviad hb abilpleli boi $é ceid:
over Section 5310 applicants. However, Sétctpsonhob53
further the develedpmamt ofkiprdecj dyt attending trans
wor kshops, and conferences. This program does not
or to resolve internal c o n falpipatosv etdh rf ou g lc emea d if a tciad
will be required to provide proof of satisfactory
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Schol arships are available to reimburse organi zat
roadeos, and conf ertetnere samp Itihc ashilbg etcda rmwar al and s
and appropriate to the |l evel of expertise of the
be used for | obbying activity,praafdi magr ggani bat ipars:

contr@ackETA Section 5310 subrecipients.

Al'l RTAP requests must be submitted through the O
considered if the applicant organization submitte
Section 5310 applnisc atthiaotn.d oOrngoatn ipzlaatni cahead f or tr a
schol arships.

All approved RTAP grant scholarships wil!/l be rei ml

Appli cation Procedures

Pl ease keep in mind the foll owimgstas you compl ete

f Maxi mum rei mbur sement rates for hot el r ooms, h
rates in the ef ffedtirne &dinteiran &Gfertvhees Admi ni
Gui debBnd should be included in the training as

T Meals provided as part of the conference or tr
per GSA Per Diem rates.

T Air, bus, and train fares must be.b&Cokesd daetr t h
possible airfare increases between the time of
the request is approved. Estimated luggage f ee

T I'nclude any registration fees in the request.

T Rental <car fees aingi mi é eagre meiembmot sement .

T Once the application is approved, increases <ca

T An agency staff member wil lofotndtye beo tfoersea dee ed
training pet ydare i s cutratetdonfoar dircad ni oy si. n

Key Steps

1. Application: Applications for training assista
days prior to the requested program. A request
attemdaerde, and st ate DO atdleesrcd,i pdatoani loend how t he
wi || benefit the agency and staff, an itemized
or brochure describing the program to be atten

2. Application Review: AIlIIl applications wil/ be r
Programs Manager for organization eligibility
submitting the application will be contacted i

3.l nvoicing: When approved, an i @OL&GAcanwerll be ¢
GranMaeeagemRenmbur sement Requests.
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4 . Rei mbur sement s: Rei mbursement for expenses wil
individual. I n order to receive reimbursement,
detailed |ist otfhadapgrloviekkepie a@d@eAdyegi mbur sement
Excel spreadsbeeéest TOLIGAI stiecllduilde copies of ho
and receipts for all other travel expenses (ex
must be submitted to DRPT ovwi tthriawnedQ days of co
5.Unspent balances: Unspent balances must be deo

Project Oversight

The DRPT Human Services Transit Programs Manager |

and federal regulations through tpsr oagnrda m ra vaenrnsuiag h t
compliance reviews.

Site visits may be conducted at any time througho
required per every three years. These are typical
manager to | earinndmovried uaablo uptr cagnr am and subrecipient
to clarify information included in an application
with the subrecipient based upon a mutually avail
Compliance rdepeéeWwspmaomgadgenment reviews requiring p!
wor kbook and associated document atsiiare, vwlsiiah i s r
Compliance review dates are assigned by DRPT at |
notified o reeiewcdmapli dycemai led | etter on DRPT
include instructions on how to complete the workb
send completed documentation. Compliance review d
of serious conflict.

During-stihe onsit for the compliance review, areas
program files are reviewed, and the vehicles and
conclusion of the reviewep®RPTi wehti femng al buama:

(findings) andaprogmddngt aoBO0Operiod to the subrec

submits or completes all/l required remediation doc
report cl osiianmgc & hree wioenp.l Gr ant ees who have signifi
compliance review and who have any findings relat
stricter ongoing oversight and reporting requirem
documengleo requirements will-bywasexplhaisedependi ocgs e
outcome of the individual revi ew.
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Gr ant cduas e

When a project is compl etoautt they precji @dte nhiss ti nb eéOLWGIA
a final rei mbuorrs eamedneto brleiqguaetsiton request .

Key Steps

1.Submission of Final Rei mbur sement Request: The
submitted through OLGA within 30 calendar days
closed after 90 cal enednaern tdsa yasr ea nadc cneop treed mabfutresr

see steplfd tbred ogw)andan oeelcliipngna prsojcect for whi

as nhever been e x® cGdredr, alanMangaegnecry or Execut i v
submit a formal | etter to DRPT on agency | ette
pursued.

4 . Deobl i ddti pnopjedesebmugatbd in OLGA when the pr
regardless of whether thereeobl iagatenai OLGA baé

rei mbur sement requestei thlewdkast a b otxhekei ddthe |
rei mbur sement request.

2. Notification of Expiri®sg OdrcdA By pitreand a@rn amtag ;i c3
emai | noti fitcoaumenispit®h@A eMaster User when pro
to expire, when the project has expired, and a
rei mbur sement request. Approxi mately two month
notificati onmnids reentpitemmtse of the project end d
sent the day after the project expired alertin
and any work performed after the project end d
third eraiclatn®tn i s sent as a reminder that onl
final rei mbur sement request. Ninety days after
notification is sent, stating that the project
shodulbe submitted, i f needed.

3.Notification of Project Cancellation by Grant
a project tied to an executed grant, the recip
(

h

submit a deobligation request in OLGA.
5.DRPT Project Close Out: DRPT closes out the pr

faher rei mbursement requests wild.l be processed
Asset | nvent ory
TransAM
DRPT requires all Section 5310 subrecipients rece
inventory imhnfeorrsmall@PRToni hne transportation asset m
This information i so6cugpdd atlo awesriisftya nrceec iapipdrntcsat i on
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asset inventory needs and conditienns nered sf drord & the
future.

New subrecipient PRPHomhd 8SemvicéebeTransit Program
request a TransAM account .

All vehicles purchased with Section 5310 funds mu
not enter vehjcfFasjleguepment other items that we
5310 funds. This system is a state asset manageme
whi ch DRPT is in some way responsible.

Updates to the Asset I nvewowhomrmagseissaenlemdisng sepdatced
odometer readings must be entered into TransAM by
Di sposal of Vehicles

Providers must use Section 5310 vehicles for appr
vehicles lay et mevhnewdbr eci pi ent agency.

Once vehicles have reacheana h®, G0 @smifluds )l ,i fag 1 oiue
choose to dispose of the vehicles by sale, donat.i
repl acement vehi cHuensdefdorv eSheicctlieosn ar3el Or equi red to r
replaced from regular service angd mayspatg fiee th

intermittent program use. These vehicles may not
ot her pur podes drhialmedvaisn t he original application t
DRPT is responsible to the federal government for
equi pment, so DRPT maintains the title on all Sec
owad and operated by the subrecipient. Only wupon |
agency request the release of a title and Ilien fr
that will continue to be used by the agency.

When a subretobpdéespopkanpstaevehbibec eciapiwerntt teemoul d

request for approval to dispose of the vehicle to
Manager |listing the VI Nserywiacde dnatke, amdl aowordreént ir
I f newtappbki aae not i mmediately anticipated, the

DRPT contact of the disposition within a reasonahb
capital application should contain eémfoedadtcednwitthl
proceeds from earlier capital di sposition. DRPT w

The subrecipient must update TransAM by recording
and date. The subrecipient mbhMdY. aThios rceagn shhe rc anmpel
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online and it protects both the subrecipient and
compl ete the registration of the vehicle in their

Di sposition of equipment before thepreinodd otfo utsheef ul

di sposition; DRPT will then notify FTA. I f a subr
purpose for which it was acquired and requests a

DRPT will seek to havteotarotvledir celei dirlrlnsfeubreaci pi
subrecipient wildl be rei mbursed for | ocal i nteres
new subrecipient. I f DRPT cannot find an eligible

FTA approlve dfhet s@a vehicle by the original subreci
proceeds of the vehicle sale must be returned to

Vehicle Titling

Upon apprtohvealt i tl e will be released in one of two
dat e:

Tisleated prior to June 2021, with few exceptions
paper title, if avail able, by DRPT. I f the title |
duplicate title from DMV;a idwpnloi ceavteento rwirl d p |DaRcPeTmern
any titUpaoag feesipt of the I|lien release | etter an
subrecipient is required to obtain a clear title

the vehicle

All taskseland nfgeetso rti tling are the sole responsib
Titles dated after June 2021, with f@&@wekacepbdohibaos
l ien system and a clear title will bardihreegctalcyt i ma
with regard to the title is required before the v

Vehicle Disposition Report and Return of P

Once the subrecipient disposes of thethwehDRIPG, it
Human Servicesaimr asageProfg return of proceeds f ol
with a bill of sale displaying the vehicle sales
The I nfrastructure Investment and Jobs Act (11 JA)
di sposition [49 USCels 3Th3Ia( we(rde) (pB)rjc.h ateedi cwli t h Se
have a fair market value of $5, 000 or more, and a
the new provisions. The |1 JA specifies that subr e
| ocal shhearper oojfectt based on the original project ag
awards, the |l ocal share is 20%. However, vehicles
| ocal match that would be retained by ek tsaubbeci

returned to the FTA through DRPT.
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No return of proceeds is required for vehicles so
still be reported to DRPT.

I f proceeds are required to be returneaf, then the
proceeds process and wil/ receive a request for r

Submi ssion of Audited Fi nanci a

On an annual basis, subrecipients are required to
t he DRPT Human ServicaesaGeanbiytePmanofgrambeMreport
six months of the @&@&ndiseftat hgequbrecipient

Fi nanci al Revi ew

Desk Audi't

The DRPT Human Services Transit Programs Manager |
rei mbursements on awidmrgdim@ankwa il s ttee hmi @ al assis
DRPT and FTA program requirements, as documented |
Project Agreements, are being met. During the rev
whet her expenceidt imesrreegmbeastsement were eligible,

submitted in duplicate, and that the expenditures

I n the event that the program manager identifies

requestes, wihlel/ sttons® | Di wethoDR®&®fT St atewide Transit
and other financial staff. | f the group deter mine
that were ineligible for any reason, therDRPTI Hum
remit a | etter to itnMgepaylmeadi wiemti nr 8udutsi ness d
time, no additional rei mbur sement requests from t

Once the ineligible funding isermpardegmBRPTrequlks
the agency. Any amount that is repaid to DRPT due
subsequent project years.

Financial Compliance Review

On a periodic basis, DRPT conducts fonpnovatecomp
financial technical assistance and to ensure that
in the Master Agreement and specific Project Agr e
had significant compliance iwiddedei rsubgetctc dmp Imoa

revi ews.
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Key Steps

1.Notification of Selection: A number of recipie
a quarterly basis. Selected recipients are not
time, infor medtaftitome tdbochlarme available for re\

option to contact the DRPT Audit Manager or <co
2.Consultation with Program Manager: The DRPT Au
Human Services Transta d®Petogmrmimse Mamatgleer t her e
t hat should be considered during the complianc
3.Desk RehieeDRPT Audit Manager or consulting fir
document ation provided by the recipsesel epeeltade
as part of the sample for the upcoming complia
conducti neg utnldeedgrpamtj ects in compliance with tt
4.0nSite Review: After the desk review ors compl e
consulting firm will contact the recipient wit
set up the datee portibe ofhh the compliance rev
5.ldentification of |Issues: | f inageesoareoindemnht.i
firm will discuss them with the recipient and
documentation in hopes of resolving the potent
6. Documentation of Findings: Each finding is doc
call eddian KWAssue Fact Sheet, which summari zes t
addressed. Recipients sign off on the finding,
with them. Signing this form does not indicate
Thdocumented findings are summarized in a comp
7.Review of Report: A Draft DRPT Compliance Revi
the recipient for their review. | f a correctiyv
wi || beedego submit the CAP to DRPT. The compl
updated by the DRPT Audit Manager to include t
Review Report is then submitted to DRPT manage
8. Approval and Tr ansmihtet &lhiceff HRdpmarntc:i aAf tOfrf i cer
report, the DRPT Audit Manager will send it to
Appendi x B.

Capital Budgeting

DRPT requires all recipients receivingvgeation 53
capital budget in OLGA. This information is used
futurYeaSi Xt mprovement Programs. The capital budget
preparation of the State Tamad sllp@Traaantsipoonr tlanipiroonv e me
|l mprovement Plans, as required
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The transit capital budget is due by February 1 o
capital application for that year to receive cons
receicwearect capital b &d gpeto,j etchtes smabyr encoitp ibeenti ncl uc
TI P, if Bppsticablteasing the time required before |

project.

Key Steps

1.Enter Capital Budget: Log ahtBu®©Og &t aadt aonesd
subr ecdd pdwrntent year capital application is ye.
of projections wil |l able beundtigeerte.d Fuonrd eerx atrdnpel ec,a pdi ut
2023, recipierntas onopiltda ld&naspoedlir ce0Rdn fod t heir
budget infor matSi®m2wi | | cover 202

2.Update Budget I nformati on: TFreep wnlextte ytelaa , c a phiet
budget fields with the information the recipie
Tk recipients should update this information a
sixth year. Continuing with the example in 1,

application for fiscal year 2025, wupdatag the d
for PD@B8Bnd enter data for 2029.
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Appendli x
Grant Application Suppl ement al

Li niet em dB et

Applicants requesting operating or mobility manag
12mont h |l ine item budgetatusinghehbudgevi gedi bdmps
September 30. The budget excel fileBudmphadte prov
Fuel |, Mai nt , | ns.

Exampl e: Program XYZ proposes to addeaGméewlkemoyt e,

and lhens, supplies, marketing for the new route,
mini mus indirect rate of 10%.
Budget Item
(Insert more lines if needed)
Personnel: List personnel by position, FTE or hours Fuel,
hourly rate. Other Budget Items: Describe budgetiter ~ Salaries and Materialsand ~ Maintenance Indirect Cost
and provide applicable quantities. Wages Fringe Benefits Supplies and Insurance Marketing Equipment  Other (Describe) Rate
Driver salary (1 FTE) $32,009
Driver benefits $11,204
Miscellaneous Supplies $2,000
Marketing $2,000
Fuel (Complete "Fuel, Maint, Ins" tab) $6,667]
Maintenance (Complete "Fuel, Maint, Ins" tab) $8,889
Insurance (Complete "Fuel, Maint, Ins" tab) $5,556
Sub Total $32,00( $11,20( $2,000 $21,11] $2,000 $0 $0
COLOR CODES $68,311 $23111
These items auto sum. Do not enter text in these fields.
These items auto calculate. Do not enter text in these fields. Modified Total Direct COS
If requesting assistance with fuel, maintenance, or insurance, provide
required information in the "Fuel, Maint, Ins" tab. Enter indirect cost rate in G27 if usi 10.09 Indirect Cost
These items auto calculate using the indirect cost rate in cell G27. | +
requesting assistance with indirect costs, enter up to 10% in cell G2 Budget Items Sub Tot

TOTAY: $72,83
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Fuel |, MaTiarbt ,S alnmpd e
Number of Number of
Number of Vehicles Used Number of Weekly Service
Vehicles Include« for Proposed Weekly Service Hours for Projec
Budget Item Total Budget in Budget Project Hours Vehicles
Fuel 150,000.0d 15 1 60 40
Maintenance 200,000.0( 15 1 60 40
Insurance 125,000.0( 15 1 60 40

Performance Metric Spreadsheet (Work Pl an)

All l apmuntss compl et eaWandd PpPrtawni er the grant applic
program must devedrogt retlegwdewi Igloarlescei ve a defi nec
(beltoow)t rack and report throughout thenpneéametEacts,
as appropriate to show the impact of the program.

For more guidance on develfMpdegsaawdrir kgpl Ehposewung
Tracking Performance Metrics for FTAOecumemt 58t10
t he etnidi osfgui dance.

Al Project Performani&eMéectiess QO@apiatVaerhg,claend No
Capital)

Activity Description (I ndicator
Provide transportatioNumber of adults 65 o
services) to ol der adiride/ service

Provide transportatioNumber of people with
services) to people wWreceive a ride/servic
Solicit feedback on s|Conduct one annual roi
number of riders suryv
Prnoot e transportation|Advertise availabilit
Capture unique needs |[Track and report on u
i nformati on needs/ challenges/ succ
Capital (Vehicle) Performance Metrics
Activity Description |l ndicator
Pr ovriidke s Number of rides reque
Provide rides Number of rides sched
Provide rides Number of rides provi
Utilize accessibility/Lift count
Utilize accessibilityNumber of passengers
devices
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Operating ®mrcd oMent ri cs

Activity Description |l ndicator
Provide rides Number of rides reque
Provide rides Number of rides sched
Provide rides Number of rides provi
Provide services Number of hours trans
availabl e
MobilitygeMaema Per for mance Metrics
Activity Description (I ndicator
Provide transportatioNumber of received ca
information/rides
Provide transportatioNumber of completed c
information/rides
Connect riders with t{Number of rides direc
Connect riders with t{Number of referrals t
providers
Provide travel traini|lNumber mofadlldes (65+)
progr am) travel training
Provide travel traini|{Number of people with
progr am) received travel train
Provide travel traini|Number of other peopl
progr am) training (provide c-har
are these adult s, you
Provide travel traini|To be determined by t
progr am) current services
Promote services To be determined by t
curent services
Create community part/Establish or maintain
with at |l east two ext
NorVehicle Capital Performance Metrics
Activity Description |l ndicator
Provide rides Number of rides reque
Pr ovriidke s Number of rides sched
Provide rides Number of rides provi
Provide services Number of hours trans
availabl e
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Agency Profile
Agency XYZ
To be assigned if awarded
John Smith, Transit Director
Jenny Lewis, Transit Manager
Samantha Doe, Dispatcher

Agency Name:
DRPT Project Number:
Staff Names and Titles:

Describe this operating Agency XYZ proposes to add a new demand-response service utilizing one vehicle to transport seniors and with
Rides are scheduled by calling Samantha Doe, Dispatcher, at least 24 hours in advance. The service will be cperaled Monday lhmugh Friday fror|

pm.

Project Goals
Connect seniors and
individuals with disabilitie
to non-emergency medical

Project Objectives Project Objectives

Advertise the new service to the eligible

Goal 1,care Obj. Obj. 2 for Goal 1: Provide trips to the eligible
Goal 2. Obj. Obj. 2 for Goal

Goal 3 Obj. Obj. 2 for Goal

Goal 4, Obj. Obj. 2 for Goal 4;

Goal 5 Obj. Obj. 2 for Goal &

Goal 6, Obj. Obj. 2 for Goal &:

Operating Work Plan

Created: Last Updated:
Q1 Q2 Q3 Q4 Goal and
" ) ’ October - December January - March April - June July - September 280\ chsmplan  staff
oiivbescription e TG A (submit to DRPT in January'y ~ (submit to DRPT in April's |  (submit to DRPT in July's | (submitto DRPT in October VAT A IEEITITLS z‘;’:‘f:;": Strategy |(Lead / Support|
reimbursement request) reimbursement request) reimbursement request) reimbursement request)
TR ‘Which CHSM
List one indicator you plan to raq Enter your actual progress for the | Enter your actual progress forthe |  Enter your actual progress for the | Enter your actual progress for the ol and | 1SR CHSM |y i responsib
Describe an activity to help reach yoffor the activity. If you want to trac|Enter the target for the year in the highlightd quarter in the highlighted cell below| quarter in the highlighted cell below| quarter in the highlighted cell below| quarter in the highlighted cell below| Highlight specific achievements fror] ~ objective L does lhlsny for fulfilling or
proposed goals and objectves. | more than one indicator per cellbelow, Provide inthe Provide any in the de any comments i the Provide any comments in the vearin he cells below. | does this | 0% ! overseeing this
activiy, use a new row. appropriate cell. ‘appropriate cell. appropriate cel appropriate cell. activity Rl activity?
cortespond?
Design, print, and Z:E; 1%°° 250 250 20 20 VA val Jenny Lewis:
Advertise the new service | 1,000 brochures about thd— - -AELTE—— e 000 e 000 11| ViUaly | Jonn Smithio
new service QL of Tards oversee
Design, print, and hang Targel 15 7 4 7 4 i
Advertise the new service | _POSters about the new Actual 0 11 | VAIHVAY JJ:nn: ys;?:';‘fo
service in 15 local medicd_Percent of Targdt___0.0% 0.0% 0.0% 0.0% 0.0% - ;AL | P00 ST
offices
Develop and print a ;:g:l g 1 1 1 1 VA-1H: va| Jenny Lewis;
Advertise the new service | | ad o run ol o o o o 11| Vi Uay ] Jonn Smith to
times during the grant y oL A oversee
Runan o Targe 6 2 2 2 2 -
Advertise the new service | M 10cal public access o Actual 0 11 |vadrival JennyLews)
channel six| Percent of Targgt 0.0% 0.0% 0.0% 0.0% 0.0% " 1; VA-1J oversee
times during the grant yed Comments
Targe 1500 375 375 375 375
Provide trips Schedule 1,500 trips duri Actual 0 12 |AL4B;AL-4 ﬁiﬂ? ":J.:v?soxe
P: the grant year Percent of Targdt __0.0% 0.0% 0.0% 0.0% 0.0% - g Y
o of Targe oversee
Targe 1200 300 300 300 300 Samanta bod
Provide 80% (1,200) of th Actual 0
T ; -4B; AL-
Provide trips scheduled trips Percentof Targdt __ 0.0% 0.0% 0.0% 0.0% 0.0% 12 |AL-4B ALY Je':")g:';v;'s‘
Comment
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Updating Agency I nformati on

The

Master User sho&lahtreaeoti elwnfthrematgiemmrcyand Empl o)

Management section regularly.

1

.O0nce | ogged into OLGA, open the Grantee I nform
I nf ormati on.

.Ensure the address, phone number, fax number,
.Organi zation Wmypbded@apgendsgcour e. For the Sectio
eligible applipgranftist 3 hcGawder Mmeint / Locality, an
agencies. The Organization Type in OLGA should
agency types.

.Organi 83ateooaorresponds with the area in which

funding. For the Section 5310 program, funding
Census by Rural, Small Urban, and Large Urban
popul ati ofsoonfl 86s08re considered Rur0allo; aproep ul
considered @amal poprubban; ons of over 200, 000 in
andirginiar 8esaacdire considered Large Urban.

.Congressional District cioomalspDingdtsr iwd tt ht h &ate ICe®
the majorityd odertwvhiec eagermney.
.Service Category, as with Organ@ zati oot Typeand
services.
a.Human Servicpsof Ahyonohocal government that
t r antsgptoiron with Section 5310 funding or onl
specialized populations, such as seniors, i
et c.
b.Rural: For existing public transit agenci es
c.Ur ban: Fog exibsic transit agencies operatir
d.Ot her: I f th& agemcyodbesnunder Human Servi

contact HhemaDRBErvices Trandiotr RBrmuuograammeMan ¢

.Organi zation Descriptivdrews lduli&h ep eameeinatly @aear wive

including transportation.

.Contacts can be added for each of si x areas af

users. See User Management to add users. When
a grant or eostehecrorntogcitcs, arhe used to deter mine
communicati on.

.Email Notifications all ows each agency to choo

emails from OLGA. The Master User wild/l al ways
be added seven different notification types.
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Main Menu Home = Grantee Information > Contact Information Welcome Brittany Voll! Last Login: 7/20/2020 9:00 AM Logout

Rt b mubeiesiaill Contact Information

News & Information
Contact DRPT

Organization
Grantee Information

User Management Organization: [pRPT Admin Account Organization Type:
Expense Accounts Mailing Address: |500 East Main Street | Organization Size:

Address Line 2: [gyite 2102 | Congressional
District:
City: [ricamong l Service Category:
State: EIN: 11-1111111
Zip: (73219 Organization |Staff on this account can leg in to any Grantee
Description:
Phone: | (g04) 786-4440
Fax: [(304)225-3752
Website: |
e
Subsidiaries
No subsidiaries found for this organization
Contacts
Select the appropriate employee as your contact for each of the following positions/areas. To add employees to these lists, Go to the
General Manager: Grants Division:
Chief Financial Officer: Security Division:
Chief Operating officer: Communications Division:
Email Notifications
Email notifications will always go to the Organization Administrator (Master User).
Optionally, if you would like an additional person to receive the email, please select below:
Contract ready for Execution: Extension Request Approved/Denied:
Unauthorized Deobligation: Contract Amendment:
Expired Project: Expiring Project:

Reimbursement Request Issues:

Add Subsidiary

User Management

The agenXxLyGA Master User can add, edi t | and remove
ability for a Master User to edit his/ her own acc
Oncegglead in, click on the GranteefEmpfoymat User menu
Managemwm&tntt. he bottom of the BEMmpd ofFmelcldy ecek ithia but
button to add additional OLGA users or contacts.
can choose whether to give the employee access to
wit hout OLGA access, he or she can still be liste

DRPT strongly recommends that agencies add at | ea
t he Masdrer IUh the event of staff turnover, agenci e
to access OLGA until a new Master User is designa

paperwork and subAti trno ntgi meé droe DRPEr s permitted t
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Creating, Editing, and Submitting an Appl.

Creating a Section 5310 Application in OLGA

The OLGA Master User and ot her account Users who
applications in OLGA.

1.0nce | ogged, i openOLBe Grant Applications menu
Transportation/ TDM Applications.
2.Click on FTAOSCacetaitcen N=3nvl 0
a.Every applicant to the Section 5310 progran
one to three projectMobCadpittyalMan@pmgemamitng At
seeking funding for one type of project wil

while an applicant seeking funding for all
three budget sections. DmsndtorcrSeatte omu I5t3ily
funding.
Applications can be saved in PDF format while in
di splay current information. I f this occurs, | og

your interndttbeowhkhdp, WdlGKodd trlkee PDF.

Editing a Section 5310 Application in OLGA

As above, t he OLGA Master User and ot her account
able to edit applications in OLGA.

1.0nce | ogged into OLGA, open then Grhiomds Appubliciad
Transportation/ TDM Applications.
2.Click on FTAOSectPiromcessldas of MM/ DD/ YYYY

a.As explained above, each Section 5310 appli
for one to three programs, andlthbheappbbeat
the application period. Do not create mul ti
funding.
3.Edit any areas of the application that need up
meaning that every required quest ieosnp ohnasse ,s oame
green checkbox will appear next to the tab in
required information has been provided, so ver
every question is answered in its entirety bef
4 . Remebmersatve frequently. OLGA times out after 30
unsaved changes will be |l ost.

a.DRPT strongly recommends copying and pastin
Mi crosoft Word or a similar prograomploet edi
copy and paste it back isatve.t he OLGA applic
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Applications can be downloaded in PDF format for
someti mes the PDF may not display current infor ma
i nrtreet br owser. I f this occur s, l og out of dOL GA, C

then | og backloadot ®eGRDtFo r e
Submitting a Section 5310 Application in OLGA

The OLGA Master User and ot her accodunftorUswehrosm w hhoe
Submit Grant Applications checkbox is checked wil

1.0nce |l ogged into OLGA, open the Grant Applicat
Transportation/ TDM Applications.

2.Click on FTAiSecPsoas$5 310 MM/ DD/ YYYY.

3.1 f all application tabs display green check ma
all ow the application to be submitted.

4 .Click Submit.

Applications can be downloaded in PDF format for
somemes the PDF may not display current informatic
internet browser. I f this occurs, l og out of OLGA

then | og back-lionatdo tleGA OFa r e

SubmittieaigmkurRs e neeqhu e skt

The OLGA Master User and ot her account Users with
submit rei mbursement requests in OLGA.

1.0nce |l ogged into OLGA, open the Grant Manageme
Rei mbur sement Requests.

2.Any reimbursemepteviequeby processed will show
Rei mbur sement Request screen under the Status
Below this section is the New Rei mbursement Re
down | ist of act ieviembpurosjeentetnst froerq uwehsitcsh cran be

the appropriate pdoowneclti sftr oam d hcel idcrko pAdd New R«
3.ln the Amount Expended tab of the new reimburs
expended for the rei mburnmsadnein tt hpee rsiuontdma rTyh idso csuh

all supporting backup that wil!l bpreo mu It aatcehce dwiit to
the federal, state, and |l ocal funding split an
portion of fundinfhe¢everamoest s foanmeatthbe chang
portion will not be reimbursed to the agency,
rei mbursement will be reduced by the applicabl
a.lf the request is the final one & orxoxt he gr a
next to Final Rei mbursement Request before

4 . Click Save.
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5.0pen the Supporting Documentation tab of the r

applicable documentation to support the reques
to attfaiclhhetthe t he request.
6.0nce all documents have been added, click Subm

Reimbursement Requests

Status of Reimbursement Requests

Submit Attach | Attach
5
Date m Project Amount tatus Ve | Count Fdit | Delete

Mot $9999-98 FY2006 99999-98 - Place Holder
Submitted 109981 for PO's 51,000 | Created on 08/28/2017 PDRA 5
70119-26 FY2019 70119-26 - FY20 .
5/11/2020 | 116209 Compliance Reviews $10 | Submitted on 05/11/2020 PDEA 1 e
New Reimbursement Request
Project: | v
Add New Request

Deobligating a Grant

The OLGA Master User and ot her account Users with
deobligate grants in OLGA.

1.0nce |l ogged into OL&AagementtimenGrand ™Mhen cho
Deobligate Funds.

2.Any deobligation requests previously processed
Requests screen under the Status of Deobligatd.i
is the New Deobleicgatoingn whRe glhedsotwed Ldss afdmap i\
projects for which deobligation requests can b
from t dewhrdp st and click Add New Request.

3. The project amounts will automatedaelrhbhy,pepalaeaet
l ocal funds, as appropriate, and indicate a to

the bottom of fiWe@® nsceseonsel tMktheuquast | Do,
Deobligate the Tot abanbdk odlliicgkatS wbnmiAtmount ?
a.Any grants that remain open past the contra

even if there is a $0 balance. Subrecipient
for deobligation at the end of a contract ¢
appropriate.umime SBRRT ckkts Transit Programs |
check for projects that need to be deobl i ga
the deobligation.

i .Subrecipients that fail to deobligate a

meeting program expecthtconsidandt PR Td
funding cycl es.
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Mont hly Ridership Reporting

All subrecipients who provide transportation with
report ridership in OLGA on a monthley 2WAseachThe
month for the month prior. For exampl e, by Septem

entire month of August.

The OLGA Master User and ot her account Users with
submit ridership reports in OLGA.

1.0nce |l ogged into OLGA, open the Performance Da

2.1ln the Organization Data box, complete the fol
a.Select Fiscal Year: Choose the appropriate
reporting. This willrmgeantrywdadry, defaaptt 4fot d
year <changes. For example, when reporting n
a fiscal year end date of June 30, the syst
July 1 and will need to b23changempbatk thbhe
report.
b.Transit System Name: Entee.the subrecipient
c.Fiscal Year End Date: This option is |l ocked
paperwork submitted by the subrecipient whe
your firscalanygea, please contact the DRPT H
Programs Manager.
d.Service Area Population: Enter the entire L
area. For example, if transportation is pro
Henrico Couhéeycomhteed popul ationlfothboth
popul ation for the service is a defined I is
board clients, then enter the most recent n

popul ation total
e.ServicepAre&hdpyse the appropriate service a

actual services provided:

i .Municipal: Transportation provided in ot
i iMulQoiunty: Transportation provided in mo
county.

ii€County: Transportation provided in one
i vOot her: One of the first three options st
provided. I f you are not sure which to

Services Transit Programs Manager.
3.Click Next Step.
4.1l n Step 2, Modes, select Human MBede. cRPo Tm@athspo
select any other option to describe a service
5.Click Enter Dat a.
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6.l n Step 3, enter the trips AMAtrtoxvdldetdhd opernther mp
metric spreadsheet and any ttartiipons hoene tast d se absat c ke

basi s.
a.The system now populates the trips provided
year and wil|l require a reason for wvariance
year are higher or | ower. fEmtaeamyavaeaaoncall
7.Click Save Monthly Dat a.
a.lf the data is saved, a message will displ a

iftransit Performance Dadt a Updated Successf ul

This reporting module is used for asvaecketgneftor
capture files and passenger miles travell ed. Nei t
subrecipients. However, agencies that choose to d

|l ogs that support the numbers reported.

—

I f dataeported in error or needs to be changed,
the data being changed is for a |l ocked quarter, t
before submission.
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Step 3

Performance
Data

stepl|Step 2 | Step 3 | Step 4

Human Service Transportation

Select Transit Mode [Human Service Transportation w |

Quarterly Data - First Quarter

July 2020 Aug 2020 Sept 2020

Total Unlinked Passenger Trips + |1DD | |1DD |
3 0

Feason for Variance: |Demand for service increased; additional tips provided. |

Select Quarter:

Y svcons | hia ] Fourn

Save Monthly Data
Attached files for this quarter

Existing Files

Upload a new file

New File: Mo file chosen
Uplead File

Annual Data

Fiscal Year: 2021 Miles traveled: [ | Submit Annual PMT

Passenger Miles Traveled (PMT) is the cumulative sum of the distances fraveled by esch passenger as reporfed annually fo the
National Transit Database. This mefric is used fo calcwlate the Commuter Rail Pool for DRPT Opersating Assistance. Only agencies that
report PMT directly fo the National Transit Database must provide this data to DRPT. Annual PMT figures should be reported for each
made that the agency operates with the exesption of Vangoo! and Human Services Transportation. The deading fo submit snnual PMT
by mode is December 15th each year.

If you have questions about PMT reporting, please contact your DREPT Frogram Manager.

Previous Step Next Step
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Certifying Annual Ridership Reporting

At t hef emach fiscal year, Section 5310 subrecipiet
mont hly ridership data. The OLGA Master User and
permissions will be able to certify this data.
1.0nce |l ogged intoeODiLGAmanpenDaha mMmenu and t hen
Transit/ TDM Certification.
2.0pen and review the Transit Monthly Rid&rship
ridership logs for the same time period.
a.lf the dat ae mtadrc hesur R@L GA pas stwm rwe rainfdy cil ti ¢
accuracy.

b.If the data does not matoch: Foll ow the step
Reporting section to correct any months for
data is correct, repeat the saeps above to
Certification
-
‘e Transit Monthly Ridership Summary Total Operating Expenses:
[ ]

‘= TDM Monthly / Annual PDF Reports

Re-enter your OLGA Password | |

By Clicking the "Certify” button below, I hereby attest that all FY 2020 performance data for DRPT Test Account 1
entered into the OLGA system is complete and correct. I understand that once certified, this data will be locked
and cannot be changed. Also I understand that by certifying my data I am certifying both Transit and TDM
Performance data.
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TransAM

Account Management

Every Section 5310 subrecipient who receives vehi

management. Subrecipients who receive funding for
vehicle capital pr ojsddM sacdoumot ameleadvi &1 Tmat be pr
Each agency wil/l need to identify one staff perso

TransAM acc &urHtumabREBer vi ces Transit Programs Mana
accounts for t hoscet ahgaewe itelsem,haandocrneate a user t
role for each account .

Once an agency has an established TransAM account
responsi ble for adding and deleting additional st

I f any changesre¢eonebeedccouah as changing the add
website, or email address syntax, contact the DRP
Manager. Beyond these basic account maintenance a
responsi bl e f oranmccec oaumnd wvreahinctlee dat a.

User Management
DRPT strongly recommends that each subrecipient h
must have a separate account tied to an individua

permitted.

The staff gmerdsdameassinager role at the subrecipien

deactivate additional account user s. | f a new st a
rol e, contact the DRPT Human Services Transit Pr o
To make any crhsaAMewssdros,Trlaog in, click on the pers
then click Users.

To make changes to an éxinsanmen gonustehre |Ifiisntd arhde -culsiec

name to open their profile. Atdotwmenuopndethposkit
appropriate action from the [|ist:
T Update Profil e:®3 haameg,e etnhaei lusaedrdr ess, title, pl
or address.
o Note: Only business email addresses that fo
I f the suderecy pdileaatgeas its business email s,
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Human Services Transit Programs Manager to

TransAM account prior to& aptefmptéeng to upda

T Update Authorizations: Change tilme sprainmaruys eand

o Agencies may only have access to this optio
TransAM account .

1T Reset Passwor d: Send an automatic email to the
user may also initiate t hiPsaspsrwocreds sp rboyc ef sosl | oonwi
TransAM | ogin screen.
1 Deactivat e: | mmedi ately deactivates a user. E a
should be deactivated.
o Not e: I f an agency does not deactivate its
empl oyee nldogsh aingeas dat a, DRPT will not be

Adding a Vehicle

Every Section 5310 vehicle subrecipient must reco

funding i NoTwamhs AMes purchased with any other fun
TransBAMi.s i s a state asset management system to be
vehicles and other equipment for which DRPT provi
program, this includes only those vehiclesdthat a
as the lienhol der.

Agencies have two business days from the date a v
TransAM.

Vehicles may be added in one of two ways: manual
one vehicle at a ti me;l tciapnl eb ev euhsiecdl efso)r oard dbiunlgk nvue h
adding any number of vehicles at one time using a

Manual Vehicle Addition

1.0nce |l ogged into TransAM, click on the bus ico
Asset .

2.Under FTA AsscehtooGleasBsuses (Rubber Tire Vehicles
a.Regardless of the size and type of vehicle

recorded as Buses (Rubber Tire Vehicles). C
3.Click Create New Asset.

4.0n the asset i nfoplmeatte oanl Is crreegewi,r ecd m nf or mat i o

a.0Organization: The organization&namemewi |l F de

the subrecipient manages more than one Tr an
appropriate agedownftomtthe drop

b.Service Status:onF®dr31al Ivermdw | Sesct it he servic
Service.
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i A f anewvonvehicle is taken out of service
should be |isted as Out of Service. A Vve
used as a spare should be |isted as Spal
c.Veihcl e I dentification Number (VIN):&The VIN
VI N plates and titles, as assigned by the n
d.Asset | D: & hiedamteinfcyi ng number for the vehi
the asset | D.
e.Class: Al Selces oar 83n®coettéed as Buses (Rub
regardless of size.
f . Type: Depending on the size of the vehicle,
i .Minibpass®&nger raised 11bampad®eceagerl4
body on chassis vehicles with 1ifts.

i iMi ni vaass®&nger minivan with ramp.
g.Subtype: Depending on the size of the vehic

type:
i Bus 4$13Q4-Bhd-plassenger body on chassis V
i fts.
i iVanipaSsenger minivapawisehgeampadsd ad
with |ift.
h.Esti mated Service Life (ESL) Category: Al
Light Duty Smal/l Bus, Cutaways, and Modi fie
vehicle size.
i .Cost (Purchase): The final totalcla@oase of th
order provid@dveywdbhe state
j -Funding Type: All Section 5310 vehicles are
Seniors and I ndividuals with Disabilities (
k.Direct Capital Responsibility: Al Ica®edtailon
responsibility and choose Yes.
| .Percent Capital Responsibility: All Secti on
responsibility for every Section 5310 vehic
m.Owner ship Type: All Section 5310 vehicles a
use. Wrer hip type is Owned Outright by Pri
n.Purchased New: AlIl Section 5310 vehicles ar
o.Purchase Dat e: Enter the date the vehicle w
agency.
p.Manufacturer: Refer to tdhebydelt hoeevegngampewwd
new vehicle to determine the vehicle manuf a
Do not choose Other. I f the manufacturer is
Services Transit Programs Manager for assis
g.Model : The omprliyonmaddelOt her .
r.Model (Ot her): Enter the actual wvehicle mooc
paper wor k.
s.Year of Manufacture: The year the vehicle w

t . Fuel Type: The type of fuel wused to run the
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u.Dual Fuel aTyopreuell fi sDusel ected as the Fuel T\
Dual Fuel Typdaofwnomitshe dr op

v.Length: Refer to the vehicle manual or cond
vehicle I ength. Enter the |l ength in feet.

w.Length Units: Choose Feet.

X.Seating tCQaplaecmbul at ory®: seEated theacecéehicl Do
wheel c hdaoiwn st iaes seat s.

y.Standing Capacity: Enter the standing capac

z.ADA Accessible: Al | Section 5310 vehicles a
aal.n Service Dat e: nEnsharc ht teh ef ivreshti cd et d so us e
transportation services. This date may not

bbRri mary Mode53 Alelhi $d etsiGanher ORehi cl es Oper a

ccService Type (Primary Mode): il teSeLtyion 53
Operated.

ddDedi cated Asset: All Section 5310 vehicles

5.Click Add Asset & Go to New Record. Verify tha
is correct.
Bul k Vehicle Addition
1.0nce | ogged into TransatM,t lktd itckp olne ftth ea rbdi st h e
Updates. At the upper |l eft of the Bulk Updates
2.Under Templ ate Type, choose New Inventory.
3.For the FTA Asset Class, choose Buses (Rubber
4. Click Create templ ate.
5.Downoad the file (Excel spreadsheet) and open |
tab and enter all information about the vehicl
section above for instructions about what to e
ifnor mati on.
6.Save the file.
7.Return to TransAM and click the bus icon at th
At the wupper left, click on Upload a Templ at e.
8.Under Spreadsheet Content, choose New I nventor
9.Click Choose File andcdthHdrd el ddatte itsh e acwemrdp loet vy
10Cl ick Upload spreadsheet. TransAM will automat
included in the spreadsheet.
11To verify that the information has been upload
then ol Rekenue Vehicles. Review your asset |is
Editing a Vehicle
Whenever @ vehbcmation needs to be updated, such
mi |l eage, these changes must be recorded in TransA
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1.0nce | ogged inkoodrameAMusci caen at t he
Vehicles, and then choose Buses (Rubber

top | ef
Tire V

2. Find the asset to be updated on the I|ist, and

vehicle record.
3.Use the Aru iamthst me upper right of the R
Record final disposition.
a.Updat e:
i .Condition: Record the current ve
scale, with 5.0 being the highes
i iService StatusaslLbsitnghlenvsédicie
of Service for repairs or other
programmatic use only.
i iMi.l eage: Record the current vehi
i vOt her items on this | ist: Subrec

evenue

hicle ¢
t condi
e and ac
i ssues,

cl e mil ¢
i pients

i nfdriman about vehicles usingdowheli séms

However, DRPT only provides supp
Mi |l eage updat es. I f your agency
could be changed or disabled at
b.Recondl fdi sposition: When a vehicle
record the disposition in TransAM.
i Record the date of di sposition,
applicabl e), mil eage at disposit
the spposi tion.
4 . Use the Edit button in the Profile sect
vehiclladenti fication & Classification,
Purchase, Operations, and Registration

Bul k Vehdiictlse E

1.0nce |l ogged into TransAM, click on the

Updates. At the wupper | eft of the Bul Kk

.Under

.For the FTA AssBus€tab6bRubbéoofiere Vehic

.Click Create templ ate.
I
[
r

a b~ owdN

.Downl oad the file (Excel) and open it.
al |
i nstructi onsemtbeorutorwhcahhoasce f or each pi
6.Save the file.

7.Retur
At t h
8.Under
9.Click Choose File to | ocate the compl et
10Cl ick Upload spreadsheet. TransAM will
included in the spreadsheet.

ort for
chooses
any ti m¢
i's bein
di sposi

i on, an

ion of
Char act €
& Title

bus ico
Updat es

Templ ate Type, choose I nventory Updates.

l es) .

Navigat

nf ormation about the vehicle. Refer to th

ece of |

n to TransAM and click the bus icon at th
e upper |l eft, click on Upload a Templ at e.
Spreadsheet Contentes.choose I nventory Up

ed file
aut omat
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11To verify that the information hashebderp Uplfdad

then click on Revenue Vehicl es. Review the Lif
applicable vehicle(s) to ensure the records we
Bi annual Mi |l eage, Condition, and Service S

Every Section 5310mushi ptevsdbrbrcapheal mil eage,
status updates in TransAM by July 15 and January
update or manually by following the steps above.

Preventative Maintenance Updates

Subrecipient ® mpydadcreodheitr preventative maintenan

include o0oil changes and state inspections. This p
update or manual processes described above. For a
Mai ntenancdpdmdathggs . mai ntenance i s not a requireme
program unless specifically stated by your Transi

Di sposing a Vehicle

When a vehicle is disposed by sal e, donati on, or
di sposed AiMn tTor amemove it from active asset managen
1.0nce |l ogged into TransAM, click on the bus ico

Revenue Vehicles.
2.Find the asset to be marked as disposed on the
3.Click the ActtihdRecmeduf andd di sposition.

4 . Enter all requir edRecndrod ntaibds poons iatnido nc.l i ¢ k
The required information includes the date
transferred, etc.), sales proceeds amount (

dsposition.
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Poli cies and Procedures
Title VI and Americans with Disabilities A
As a designated recipient of Federal Transit Admi
administers, and allocatespionsddleofvoubdeciumieaniti
compliance with Title VI of the Civil Rights Act
( ADA) .
Every Section 5310 subrecipient is required to de
and proceduresmusStubmeti ¢pii eatismi nate on providing
national origin, or disability. Each subrecipient
compl aints pursuant to these two policies, and mu
about both of these policies.
DRPT will c¢check annually for compliance with thes

hel p subrecipients understand the seven website r

The following areas are examinedtenhoaldkeyeomi each
compliance with Title VI and the ADA:

T Title VI Noti ce

T Title VI Compl ai nt Form

T Title VI Compl aint Procedur es

T Full Title VI Plan (signed by authorized offic

1T ADA Notice with Reasonable Modification Statem

T ADA Compl aint Form

T ADA Compl aint Procedures
Additionally, the Title VI Notice and ADA Notice \
be posted in common areas in each subrecipient ag
and meeting rooms, noctliecse (biofarodpse r aatnedd )i.n Evaechhi agen
transportation service of any type should post Ti
bi nder containing all Title VI and ADA informati ol

Developingla®ti ot eABA Policy

New subrecipients that do not have a Title VI pla
to update either policy (Title VI is required to
DRPT Civil Rightst©mpiaeer Do bpefHeestsai stance.
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Sample Title VI Notice

RIGHTS UNDER TITLE VI

THE CITY OF USA TRANSIT AUTHORITY

The City of USA Transit Authority (the Authority) operates its programs and services without regard to race,
color, and national origin in accordance with Title VI of the Civil Rights Act. Any person who believes they
have been aggrieved by any unlawful discriminatory practice under Title VI may file a complaint with the
Authority.

For more information on t h eandkheprbceduresttofife a complaint, dlease i g
call XXX XXX XXXX, (TTY / TTD XXX.XXX. XXXX or 711); emalil title.vi. coordinator@city.ca.us; or visit our
administrative office at XXX Main Street, City of USA, State XXXXX. For more information, visit
WWW.City.XX.Us

A complainant may file a complaint directly with the Federal Transit Administration by filing a complaint with
the Office of Civil Rights, Attention: Title VI Program Coordinator, East Building, 5th Floor-TCR, 1200 New
Jersey Avenue SE, Washington, DC 20590

If information is needed in another language, please call XXX XXX. XXXX.
(make sure the sentence above is also provided in any language(s) spoken by Limited English Populations

(LEP) that meets the safe harbor threshold (LEP language groups that constitute 5% or 1,000 persons,
whichever is less, of your total population likely to be served))

Not e: Only race, col or, and national origin are <c
not expand ededipsortiemitnati on classes to include ot
etc.). Your agency maydiencacitmian aste poanr aptod i;ncoyn f or ot
however, only race, col or, and national origin ar .
Pl easesmakethe Title VI Notice renders as HTML or
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Sample Title VI Complaint Form
Pl ease make sure the Title VI Complaint Form i s i
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